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The U.S. Office of Personnel Management developed the
Restructuring Information Handbook to assist Federal agencies in
identifying the mandatory statutory and regulatory procedures that apply
to restructuring situations.

The Handbook also offers agencies options for minimizing or even
eliminating the disruption that often results from restructuring.

There is no requirement for Federal agencies to use this Handbook.
Also, the United States Court of Appeals for the Federal Circuit stated in
James v. Von Zemenszky, 284 F.3D 1310 (2002), that: “. . . OPM’s
Restructuring Information Handbook is not a formal regulation, but
merely an informal statement of agency views."

The structure of the Handbook assists the user in locating as much or
as little restructuring information as the user needs. Some Modules
contain only one Unit in addition to the two index units, while other
Modules have two or more Units.

For subjects with mandatory statutory or regulatory requirements, Unit A
(Mandatory Requirements) provides the user with a crash course on
the subject in Section 1, and also with detailed information, complete
with citations of requirements contained in law and regulation.

When appropriate, Unit B (Guidance) provides the user with useful
guidance, including key appeals decisions from appellate bodies such as
the Merit Systems Protection Board.

The summaries of appeals decisions are guidance prepared by
individual OPM employees. The appeals summaries do not represent
official summaries approved by OPM, the Board, or other appellate
organizations, and are not intended to provide legal counsel or to be
cited as legal authority. Instead, the appeals summaries inform and
help the user locate relevant appellate precedents on a specific
downsizing subject.

Introduction-1



U.S. Office of Personnel Management-Division for Strategic Human Resources Policy
Restructuring Information Handbook Module 3
Reduction in Force
Unit G, Detailed Index to Module 3 (December 2002 version)

Unit F (Basic Index to Module) and Unit G (Detailed Index to
Module) help the user readily locate information within a specific
Module.

Other Modules may contain additional Units, such as Unit C (Appeals
Index), and Unit D (Samples).

Finally, Module 1 contains Unit H, (Detailed Index to the
Restructuring Information Handbook).

We welcome comments on the Restructuring Information Handbook.
Send any comments and suggestions to the Center for Talent and

Capacity Policy at (202) 606-0960; FAX (202) 606-2329; or e-mail
Thomas A. Glennon at taglenno@opm.gov.

Contents OPM's Restructuring Information Handbook Modules contain the
following topics:

Topic Module | Unit(s)
Planning and Alternatives for Restructuring 1 B, F, G,
H
Human Resource Responsibilities in Restructuring 2 B, F G
Reduction in Force 3 A, B, C,
D, E, F,
G
Transfer of Function 4 A, B,C,
, G
Reduction in Force Furlough 5 A B,C
F,G
Reemployment Priority List 6 A B, C
F, G
Career Transition Assistance 7 AF G
Interagency Career Transition Assistance Plan 8 AF, G
Voluntary Early Retirement 9 A B,C
F,G
Voluntary Separation Incentive Payments 10 A B,C
F,G
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Restructuring Information Handbook Module 3
Reduction in Force

Unit G, Detailed Index to Module 3
(December 2002 version)

Introduction  Restructuring Information Handbook Module 3 provides guidance on
OPM's Reduction in Force regulations published in part 351 of title 5 of
the Code of Federal Regulations (5 CFR part 351). Module 3 consists
of seven Units: (1) Unit A, "Required Procedures," (2) Unit B,
“Guidance,” (3) Unit C, “Reduction in Force Appeals Index,” (4) Unit F,
“Basic Index to Module 3,” (5) “Detailed Index to Module 4,” (6) Unit F,
“Basic Index to Module 3,” and (7) “Detailed Index to Module 3.”

This is the December 2002 version of Unit G.

Contents This publication contains the following topics:
Topic Begins at Page
Detailed Index to Module 3 1
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SECTION NUMBER AND SUBJECT-

18 ACTIONS FOLLOWING RELEASE FROM
COMPETITIVE LEVEL
28 ADMINSTRATIVE ASSIGNMENT

28

28

28

28

28

28

28

28

28

28

MORE SPECIFIC-

ASSIGNMENT RIGHT

OPTION-ASSIGNMENT RIGHTS FOR
EXCEPTED SERVICE EMPLOYEES

OPTION-BUMPING IN SAME SUBGROUP

OPTION-BUMPING RIGHTS FOR GROUP
Il EMPLOYEES

OPTION-OFFER OF LESS THAN FT
VACANCY TO FT EMPLOYEE

OPTION-RESTRICTIONS

page 1

MOST SPECIFIC-

EMPLOYEE ENTITLEMENT BEFORE
SEPARATION OR RIF FURLOUGH

ASSIGNMENT ONLY TO POSITION FILLED

UNDER SAME APPOINTING AUTHORITY

EXCEPTED EMPLOYEES HAVE NO
ASSIGNMENT RIGHTS APART FROM
OPTION

ABSOLUTE RETENTION STANDING
DETERMINES OFFER OF ASSIGNMENT

GROUP Il EMPLOYEES HAVE NO
ASSIGNMENT RIGHTS APART FROM
OPTION

NO BASIS TO OFFER GROUP llI
EMPLOYEE ASSIGNMENT TO VACANCY

NO BASIS TO OFFER GROUP I
EMPLOYEE RETREAT RIGHTS

OFFER ONLY IN LIEU OF RIF
SEPARATION

ASSIGNMENT OF COMPETITIVE
EMPLOYEE ONLY TO COMPETITIVE
POSITION

ASSIGNMENT OF EXCEPTED EMPLOYEE
ONLY TO EXCEPTED POSITION

ASSIGNMENT OF FT EMPLOYEE ONLY TO

FT POSITION

ASSIGNMENT OF LESS THAN FT
EMPLOYEE ONLY TO LESS THAN FT
POSITION

CITE-

3-A-18-2

3-A-28-4-(b)

3-A-28-4-(a)

3-A-28-2

3-A-28-3-(a)

3-A-28-3-(a)

3-A-28-3-(b)

3-A-28-6-(b)

3-A-28-6-(d)

3-A-28-6-(e)

3-A-28-6-(b)

3-A-28-6-(c)

UNITS-
A
A B
A B
A
A B
A B
A B
A
A B
A B
A
A B
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28

28

28

33

33
34

33

33

33

33

33

33

33

ADMINSTRATIVE ASSIGNMENT

APPEALS-RIF APPEAL TO MSPB

MORE SPECIFIC-

OPTION-RESTRICTIONS

OPTIONS-THREE ASSIGNMENT

CORRECTIVE ACTION ON APPEAL-
ACTION REVERSED OR MODIFIED

CORRECTIVE ACTION ON GRIEVANCE-
ACTION REVERSED OR MODIFIED

INFORMATION TO EMPLOYEE

page 2

MOST SPECIFIC-
DISPLACEMENT ONLY ON BASIS OF
HIGHER RETENTION STANDING

MUST BE UNIFORM AND CONSISTENT IN
ANY ONE RIF

MANAGEMENT RIGHT TO USE ANY OR
NONE OF THREE OPTIONS

BOARD MAY ORDER APPROPRIATE
CORRECTIVE ACTION

INTERIM RELIEF

ARBITRATOR MAY ORDER
APPROPRIATE CORRECTIVE ACTION

ADDRESS OF BOARD OFFICE WHERE
APPEAL IS FILED

ANY LIMITS TO APPEAL FROM
NEGOTIATED GRIEVANCE PROCEDURE

ANY RIGHT TO GRIEVE UNDER A
NEGOTIATED GRIEVANCE PROCEDURE

COPY OF MSPB OPTIONAL APPEALS
FORM 283

COPY OR ACCESS TO BOARD'S 5 CFR
1201 APPEALS REGULATIONS

NOTICE OF 30 DAYS TIME LIMIT TO FILE
APPEAL

OPTION TO APPEAL IN LIEU OF
NEGOTIATED GRIEVANCE PROCEDURE

CITE-

3-A-28-6-(a)

3-A-28-5

3-A-28-1

3-A-33-4

3-A-33-5
3-A-34-6

3-A-33-3-(e)

3-A-33-3-(b)

3-A-33-3-(d)

3-A-33-3-(q)

3-A-33-3-(f)

3-A-33-3-(a)

3-A-33-3-(c)

UNITS-
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SECTION NUMBER AND SUBJECT-

33

33

33
33
33

34
34

33

33

34

34

34

33

33

APPEALS-RIF APPEAL TO MSPB

MORE SPECIFIC-

NO RIGHT TO APPEAL

RIGHT TO APPEAL-ACTION

RIGHT TO APPEAL-ACTION TO BE
APPEALED

RIGHT TO GRIEVE-ACTIONS
RIGHT TO GRIEVE-BASIC

RIGHT TO GRIEVE-EXCEPTION TO
BASIC EXCLUSIVE RIGHT TO GRIEVE

RIGHT TO GRIEVE-EXCEPTION TO
BASIC RIGHT TO GRIEVE-TIME LIMITS

TIME LIMITS FOR APPEAL

page 3

MOST SPECIFIC-
ASSIGNMENT TO POSITION AT SAME
REPRESENTATIVE RATE

COVERAGE UNDER NEGOTIATED
GRIEVANCE PROCEDURE

RIF FURLOUGH
RIF SEPARATION
RIF DEMOTION

SAME ACTIONS AS FOR RIF APPEAL

NEGOTIATED GRIEVANCE PROCEDURE
IN LIEU OF RIF APPEAL TO MSPB

CHOICE OF GRIEVANCE OR APPEAL
WITH ALLEGATION OF DISCRIMINATION

OPTION TO APPEAL IN LIEU OF
NEGOTIATED GRIEVANCE PROCEDURE

TIME LIMITS CONTAINED IN COLLECTIVE
BARGAINING AGREEMENT

FILE RIF APPEAL 30 DAYS FROM DAY
AFTER EFFECTIVE DATE OF ACTION

NO APPEAL BEFORE EFFECTIVE DATE
OF RIF ACTION

30 DAYS FROM DAY AFTER EFFECTIVE
DATE OF ACTION

MSPB HAS RIGHT TO WAIVE FILING
DEADLINE IF APPROPRIATE

CITE-

3-A-33-1-(d)

3-A-33-1-(e)

3-A-33-1-(c)
3-A-33-1-(a)
3-A-33-1-(b)

3-A-34-1
3-A-34-1

3-A-34-3

3-A-34-4

3-A-34-5

3-A-34-5

3-A-34-5

3-A-32-2

3-A-32-2-(b)



U.S. Office of Personnel Management-Division for Strategic Human Resources Policy

Restructuring Information Handbook Module 3
Reduction in Force

Unit G, Detailed Index to Module 3 (December 2002 version)

SECTION NUMBER AND SUBJECT-

33

33

32

32

32

32

32

32

32

32
32

32

32
32

APPEALS-RIF APPEAL TO MSPB

CERTIFICATION OF EXPECTED
SEPARATION

MORE SPECIFIC-

TIME LIMITS FOR APPEAL

TIME LIMITS FOR FILING GRIEVANCE
APPEAL

CONDITION THAT IS NOT BASIS FOR

CERTIFICATION

CONDITIONS REQUIRED FOR AGENCY
TO ISSUE CERTIFICATION

CONTENT

page 4

MOST SPECIFIC-
NO APPEAL BEFORE EFFECTIVE DATE
OF RIF ACTION

TIME LIMITS CONTAINED IN COLLECTIVE
BARGAINING AGREEMENT

NO RIGHT TO APPEAL A CERTIFICATION

RELOCATION

EMPLOYEE HAS NOT FILED
APPLICATION FOR RETIREMENT

EMPLOYEE WILL LIKELY BE
SEPARATED BY RIF

LIMITED EMPLOYMENT OPPORTUNITIES
IN LOCAL COMMUTING AREA

LIMITED FEDERAL EMPLOYMENT
OPPORTUNITIES IN LOCAL COMMUTING
AREA

ADDRESSED TO INDIVIDUAL EMPLOYEE
EXPECTED DATE OF RIF

INFORMATION ON REEMPLOYMENT
PRIORITY LIST

INFORMATION ON STATE WORKFORCE
INVESTMENT ACT PROGRAMS

SIGNED BY APPROPRIATE OFFICIAL

STATEMENT THAT ALL CONDITIONS
FOR CERTIFICATION ARE MET

CITE-

3-A-32-2-(a)

3-A-34-2

3-A-32-6

3-A-32-3-(a)

3-A-32-3-(d)

3-A-32-3-(a)

3-A-32-3-(b)

3-A-32-3-(c)

3-A-32-4-(a)

3-A-32-4-(c)
3-A-32-4-(e)

3-A-32-4-(e)

3-A-32-4-(b)
3-A-32-4-(d)

UNITS-
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SECTION NUMBER AND SUBJECT-

32

32

32

32

32
7

N N NN

CERTIFICATION OF EXPECTED
SEPARATION

COMPETITIVE AREA

MORE SPECIFIC-

MAXIMUM TIME LIMIT FOR
CERTIFICATION OF EXPECTED
SEPARATION

PURPOSE

AGENCY DEFINITION

DEFINED BY AGENCY

LOCAL COMMUTING AREA

page 5

MOST SPECIFIC-

6 MONTHS BEFORE EXPECTED RIF

EARLY PARTICIPATION IN STATE
WORKFORCE INVESTMENT ACT
PROGRAM

EARLY REGISTRATION FOR CAREER
TRANSITION ASSISTANCE PLAN

EARLY REGISTRATION FOR
REEMPLOYMENT PRIORITY LIST

NOT RIF NOTICE

NO CHANGE AT LEAST 90 DAYS PRIOR
TO RIF DATE

PUBLICATION IN AGENCY'S PERSONNEL
REGULATIONS

AGENCY RESPONSIBILITY

ORGANIZATIONAL AND GEOGRAPHICAL
BASIS

ORGANIZATIONAL AND GEOGRAPHICAL
BASIS

AGENCY RESPONSIBILITY TO DEFINE
DEFINITION
NO OPM MILEAGE STANDARD

SEPARATE COMPETITIVE AREA IN
EACH LOCAL COMMUTING AREA

CITE-

3-A-32-2

3-A-32-1

3-A-32-7-(a)

3-A-32-7-(b)

3-A-32-5
3-A-7-11

3-A-7-10

3-A-7-1-(a)
3-A-7-1-(b)

3-A-7-2

3-A-7-8-(b)
3-A-7-8-(a)
3-A-7-8-(c)
3-A-7-9

UNITS-

>
[oe]

> > > >



U.S. Office of Personnel Management-Division for Strategic Human Resources Policy
Restructuring Information Handbook Module 3
Reduction in Force
Unit G, Detailed Index to Module 3 (December 2002 version)

SECTION NUMBER AND SUBJECT- MORE SPECIFIC- MOST SPECIFIC- CITE- UNITS-
8 COMPETITIVE AREA OPM APPROVAL OF COMPETITIVE AREA AGENCY MUST REQUEST OPM 3-A-8-1 A B
CHANGE WITHIN 90 DAYS OF RIF APPROVAL OF CHANGE

8 INFORMATION IN REQUEST TO OPM 3-A-8-2 A

8 OPM ADDRESS FOR REQUEST TO 3-A-8-3 A
CHANGE COMPETITIVE AREA

8 OPM APPROVAL NOT REQUIRED FOR 3-A-8-1 A B
CHANGES IN EXISTING AREA

7 SCOPE OF RIF COMPETITION ALL EMPLOYEES IN COMPETITIVE AREA  3-A-7-1-(b) A

7 LIMITED TO ONE COMPETITIVE AREA 3-A-7-1-(a) A

7 NO MAXIMUM NUMBER OF EMPLOYEES IN 3-A-7-1-(d) A
COMPETITIVE AREA

7 NO MINIMUM NUMBER OF EMPLOYEES IN  3-A-7-1-(d) A
COMPETITIVE AREA

7 SAME COMPETITIVE AREA IN FIRST AND  3-A-7-1-(c) A
SECOND ROUND

7 SEPARATE ADMINISTRATION DEFINITION 3-A-7-6-(a) A B

7 EVIDENCE 3-A-7-6-(c) A B

7 EXPLANATION 3-A-7-6-(b) A B

7 PERSONNEL OFFICE FUNCTIONS NOT A 3-A-7-6-(d) A B
CONSIDERATION

7 SAME DEFINITION APPLIES TO 3-A-7-6-(e) A
HEADQUARTERS AND FIELD
COMPONENTS

page 6
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SECTION NUMBER AND SUBJECT- MORE SPECIFIC- MOST SPECIFIC- CITE-

7  COMPETITIVE AREA SIZE AGENCY NOT REQUIRED TO ESTABLISH  3-A-7-7-(b)
AREA LARGER THAN MINIMUM

7 MUST MEET MINIMUM OPM STANDARD 3-A-7-7-(a)

7 NO MAXIMUM SIZE 3-A-7-7-(d)

7 NO MINIMUM NUMBER OF EMPLOYEES 3-A-7-7-(c)

7 STANDARD FIELD COMPONENTS 3-A-7-4

7 HEADQUARTERS COMPONENTS 3-A-7-3

7 INSPECTOR GENERAL ACTIVITY UNDER  3-A-7-5
PL 95-452

9 COMPETITIVE LEVEL APPLICATION OF FOUR RETENTION RETENTION REGISTER 3-A-9-1

FACTORS
9 BURDEN OF PROOF OFFICIAL POSITION OF RECORD 3-A-9-2-(a)
9 BURDEN OF PROOF-AUTOMATED OFFICIAL POSITION OF RECORD 3-A-9-2-(a)
SYSTEM

9 ESTABLISHMENT INTERCHANGEABLE POSITIONS WITH 3-A-9-3-(c)
NO UNDUE INTERRUPTION

9 NO MAXIMUM NUMBER OF POSITIONS IN  3-A-9-4
LEVEL

9 NO MINIMUM NUMBER OF POSITIONS IN  3-A-9-4
LEVEL

9 OFFICIAL POSITION OF RECORD 3-A-9-2

9 PERSONAL QUALIFICATIONS NOT 3-A-9-2-(c)
CONSIDERED

page 7

UNITS-
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SECTION NUMBER AND SUBJECT-

9 COMPETITIVE LEVEL

MORE SPECIFIC-

ESTABLISHMENT

NO BASIS FOR SEPARATE
COMPETITIVE LEVELS

REVIEW ON APPEAL

SEPARATE COMPETITIVE LEVELS
PROHIBITED

SEPARATE COMPETITIVE LEVELS
REQUIRED

page 8

MOST SPECIFIC-

POSITIONS IN THE SAME
CLASSIFICATION SERIES
POSITIONS IN THE SAME GRADE
MOBILITY AGREEMENTS

TRAVEL REQUIREMENT

MSPB OPTION TO CONSIDER ACTUAL
DUTIES RATHER THAN PD

OFFICIAL POSITION OF RECORD

CITE-

3-A-9-3-(b)

3-A-9-3-(a)
3-A-9-8

3-A-9-8
3-A-9-2-(b)

3-A-9-2-(a)

DIFFERENCE IN FWS LOCAL WAGE AREAS 3-A-9-7-(f)

DIFFERENT TOURS OF DUTY FOR
OTHER-THAN-FULL-TIME EMPLOYEES

PROBATIONARY PERIOD UPON
APPOINTMENT TO SUPERVISORY
POSITION

PROMOTION POTENTIAL OF POSTION

REQUIREMENT TO WORK CHANGING
SHIFTS

SEX OF EMPLOYEE WITHOUT OPM
JUSTIFICATION

COMPETITIVE SERVICE

EXCEPTED SERVICE

3-A-9-7-(c)

3-A-9-7-(b)

3-A-9-7-(e)

3-A-9-7-(d)

3-A-9-7-(a)

3-A-9-6-(a)

3-A-9-6-(a)

UNITS-
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SECTION NUMBER AND SUBJECT-

9 COMPETITIVE LEVEL

© © © O © ©O O ©

23

23

23

23

23

CONSIDERATION OF GRADES IN

EMPLOYEES' RIF ASSIGNMENT RIGHTS

MORE SPECIFIC-

SEPARATE COMPETITIVE LEVELS
REQUIRED

SUPERVISORY AND MANAGERIAL
POSITIONS

UNDUE INTERRUPTION
GRADES AND GRADE-INTERVALS

GRADES AND GRADE-INTERVALS-
GENERAL SCHEDULE POSITIONS

page 9

MOST SPECIFIC-

EXCEPTED SERVICE APPOINTMENT

AUTHORITY

PAY SYSTEM

TRAINEE POSITIONS

WORK SCHEDULE-FULL-TIME
WORK SCHEDULE-INTERMITTENT
WORK SCHEDULE-ON-CALL
WORK SCHEDULE-PART-TIME
WORK SCHEDULE-SEASONAL

NO SPECIFIC REQUIREMENT FOR
SEPARATE COMPETITIVE LEVELS

90 DAYS STANDARD
ASSIGNMENT RIGHT COVERS ALL

POSITIONS IN GRADE-INTERVAL LIMITS

GRADE PROGRESSION BASED ON
EMPLOYEE'S CURRENT POSITION

ONE-GRADE PROGRESSION HAS
CONSECUTIVE GRADE LEVELS

TWO-GRADE PROGRESSION HAS
NONCONSECUTIVE GRADE LEVELS

ACTUAL PROGRESSION FOR MIXED

INTERVAL POSITION

CITE-

3-A-9-6-(b)

3-A-9-6-(c)

3-A-9-6-(e)

3-A-9-6-(d)-(1)
3-A-9-6-(d)-(3)
3-A-9-6-(d)-(5)
3-A-9-6-(d)-(2)
3-A-9-6-(d)-(4)
3-A-9-6-(f)

3-A-9-5
3-A-23-3-(c)

3-A-23-2
3-A-23-3-(a)
3-A-23-3-(b)

3-A-23-4-(f)

UNITS-
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SECTION NUMBER AND SUBJECT-

23

23

23

23

23

23

23

23

23

23

23

23

23

CONSIDERATION OF GRADES IN
EMPLOYEES' RIF ASSIGNMENT RIGHTS

MORE SPECIFIC-

GRADES AND GRADE-INTERVALS-
GENERAL SCHEDULE POSITIONS

GRADES AND GRADE-INTERVALS-
POSITIONS NOT GENERAL SCHEDULE

page 10

MOST SPECIFIC-
ASSIGNMENT RIGHT COVERS ALL
POSITIONS IN GRADE-INTERVAL LIMITS

GRADE-INTERVAL LIMITS EXTEND ONLY
TO ENTRY LEVEL OF POSITION

GRADE-INTERVAL LIMITS MAY EXTEND
TO OTHER PAY SYSTEMS

ONE-GRADE BASIS BELOW ENTRY
LEVEL OF POSITION

ONE-GRADE BASIS FOR ONE-GRADE-
INTERVAL POSITION

TWO-GRADE PROGRESSION

AGENCY RESPONSIBILITY TO
DETERMINE NORMAL LINE OF
PROGRESSION

EACH PROGRESSION IS A GRADE-
INTERVAL

NORMAL LINE OF PROGRESSION
APPLIES TO ALL POSITIONS

NORMAL LINE OF PROGRESSION MAY
INCLUDE DIFFERENT PAY SYSTEMS

NORMAL LINE OF PROGRESSION ON
AGENCY SUBDIVISION BASIS

NORMAL LINE OF PROGRESSION ON
AGENCYWIDE BASIS

NORMAL LINE OF PROGRESSION ON
COMPETITIVE AREA BASIS

CITE-

3-A-23-4-(b)

3-A-23-4-(c)

3-A-23-4-(g)

3-A-23-4-(d)

3-A-23-4-(e)

3-A-23-4-(a)

3-A-23-5

3-A-23-7

3-A-23-7-(b)

3-A-23-7-(a)

3-A-23-6-(b)

3-A-23-6-(c)

3-A-23-6-(a)

UNITS-
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SECTION NUMBER AND SUBJECT-

23

23

23

23

23

23

23

25

25

25

25

25

25

CONSIDERATION OF GRADES IN
EMPLOYEES' RIF ASSIGNMENT RIGHTS

CONSIDERATION OF QUALIFICATIONS IN
ASSIGNMENT RIGHTS

MORE SPECIFIC-

GRADES AND GRADE-INTERVALS-
POSITIONS NOT GENERAL SCHEDULE

OFFER-BUMP
OFFER-RETREAT

OFFER-RETREAT-SUBGROUP AD
EMPLOYEE

OFFER-VACANCY

AGENCY OPTION TO ASK EMPLOYEES
FOR QUALIFICATIONS UPDATE

AGENCY'S DECISIONS ON PHYSICAL
QUALIFICATIONS FOR ASSIGNMENT

page 11

MOST SPECIFIC-
ONE-GRADE BASIS BELOW ENTRY
LEVEL OF POSITION

ONE-GRADE BASIS IF NO GRADE
STRUCTURE EXITS

ONE-GRADE BASIS IF NO NORMAL LINE
OF PROGRESSION EXITS

WITHIN THREE GRADES OR GRADE-
INTERVALS

WITHIN THREE GRADES OR GRADE-
INTERVALS

WITHIN FIVE GRADES OR GRADE-
INTERVALS

BUMP AND RETREAT GRADE LIMITS
APPLY

AGENCY MAY SET FREEZE DATE FOR
CONSIDERING EMPLOYEES' UPDATES

A SEPARATE MEDICAL EXAMINATION IS
NOT ALWAYS REQUIRED

AGENCY DECISION INCLUDES
REASONABLE ACCOMMODATION

AGENCY DECISION INCLUDES UNDUE
INTERRUPTION

AGENCY MAY REQUIRE PHYSICAL
EXAMINATION WHEN APPROPRIATE

OPM DECISION REQUIRED ONLY WITH 30
PERCENT DISABLED VETERANS

CITE-

3-A-23-7-(c)

3-A-23-9

3-A-23-8

3-A-23-1-(a)

3-A-23-1-(b)

3-A-23-1-(b)

3-A-23-1-(c)

3-A-25-4

3-A-25-6-(c)-(2)

3-A-25-6

3-A-25-6-(b)

3-A-25-6-(c)-(1)

3-A-25-6-(c)-(2)

UNITS-
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SECTION NUMBER AND SUBJECT-

25

25

25

25

25

25

25

25

25

25

25

25

CONSIDERATION OF QUALIFICATIONS IN
ASSIGNMENT RIGHTS

MORE SPECIFIC-

AGENCY'S DECISIONS ON PHYSICAL
QUALIFICATIONS FOR ASSIGNMENT

AGENCY'S DECISIONS ON PHYSICAL
QUALIFICATIONS-30 PERCENT
VETERANS

AGENCY'S DECISIONS ON PHYSICAL
QUALIFICATIONS-COMPENSABLE
INJURY

page 12

MOST SPECIFIC-

OPM-APPROVED MEDICAL STANDARDS

PERFORMANCE TESTS (INCLUDING
PHYSICAL FITNESS AND PHYSICAL
AGILITY)

SPECIFIC PHYSICAL REQUIREMENTS

AGENCY MAY NOT ASSIGN ANOTHER
EMPLOYEE UNTIL FINAL OPM DECISION

AGENCY MUST NOTIFY VETERAN OF
QUALIFICATIONS DETERMINATION

AGENCY MUST SHOW OPM NOTICE WAS
SENT TO VETERAN'S ADDRESS

AGENCY MUST SUBMIT MEDICAL
DETERMINATION INFORMATION TO OPM

MANDATORY OPM REVIEW IF VETERAN
FAILS PHYSICAL QUALIFICATIONS

OPM ADDRESS AND FAX NUMBER FOR
DETERMINATION

OPM NOTIFIES BOTH AGENCY AND
VETERAN OF FINAL OPM DECISION

RIGHT TO OPM REVIEW BASED SOLELY
ON 30 PERCENT OR HIGHER RATING

AGENCY DECISION INCLUDES UNDUE
INTERRUPTION

CITE-

3-A-25-6-(a)-(1)

3-A-25-6-(a)-(3)

3-A-25-6-(a)-(2)

3-A-25-7-(e)

3-A-25-7-(b)

3-A-25-7-(d)

3-A-25-7-(c)

3-A-25-7

3-A-25-7-(q)

3-A-25-7-(f)

3-A-25-7-(a)

3-A-25-6-(d)-(2)

UNITS-
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SECTION NUMBER AND SUBJECT-

25

25

25

25

25

25

25

25

25

25

25

25

25

CONSIDERATION OF QUALIFICATIONS IN
ASSIGNMENT RIGHTS

MORE SPECIFIC-

AGENCY'S DECISIONS ON PHYSICAL
QUALIFICATIONS-COMPENSABLE
INJURY

AGENCY'S DECISIONS ON
QUALIFICATIONS FOR ASSIGNMENT

QUALIFICATIONS STANDARD FOR
ASSIGNMENT

page 13

MOST SPECIFIC- CITE-

AGENCY MAY NOT DENY ASSIGNMENT 3-A-25-6-(d)
RIGHT SOLELY BECAUSE OF INJURY

COMPENSABLE INJURY PROVIDES NO 3-A-25-6-(d)
SPECIAL RIF PROTECTIONS

DECISION ON WHETHER EMPLOYEE HAS 3-A-25-6-(d)-(1)
5 CFR 353 RESTORATION RIGHT

EMPLOYEE SEPARATED BY RIF LOSES 3-A-25-6-(d)
RESTORATION RIGHTS

AGENCY REVIEWS EXISTING RECORDS  3-A-25-5

AGENCY-ESTABLISHED SELECTIVE 3-A-25-2-(a)
PLACEMENT FACTOR(S)

LOOSER UNDUE INTERRUPTION 3-A-25-2-(d)
STANDARD FOR ASSIGNMENT TO

VACANCY

MINIMUM EDUCATIONAL REQUIREMENT  3-A-25-2-(a)

NO UNDUE INTERRUPTION AFTER 3-A-25-2-(d)
ASSIGNMENT

OPM-APPROVED SPECIAL QUALIFYING 3-A-25-2-(c)
CONDITION

OPM-ESTABLISHED REQUIREMENTS FOR 3-A-25-2-(a)
POSITION

PHYSICAL QUALIFICATIONS WITH 3-A-25-2-(b)
REASONABLE ACCOMMODATION

RECENCY OF EXPERIENCE WHEN 3-A-25-2-(d)
APPROPRIATE

UNITS-
A B
A B
A B
A B
A B
A B
A B
A

A

A B
A B
A B
A B
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SECTION NUMBER AND SUBJECT-

25

25

25

25

25

25

25

25

25

25

25

25

CONSIDERATION OF QUALIFICATIONS IN
ASSIGNMENT RIGHTS

MORE SPECIFIC-

QUALIFICATIONS STANDARD FOR
ASSIGNMENT-ADDITIONAL
CONSIDERATIONS

QUALIFICATIONS STANDARD FOR
ASSIGNMENT-WAIVER FOR VACANCIES

QUALIFICATIONS STANDARD-
INSERVICE ACTION IN LIEU OF RIF

QUALIFICATIONS STANDARD-PURPOSE

page 14

MOST SPECIFIC- CITE-

DISQUALIFICATION FOR ASSIGNMENT 3-A-25-3-(c)
RESULTS FROM COMPENSABLE INJURY

RECENCY OF EXPERIENCE WHEN 3-A-25-3-(d)
APPROPRIATE
SECURITY CLEARANCE WHEN 3-A-25-3-(e)

APPROPRIATE (SEE SECTION 3-A-27)

SEX IS CONSIDERED ONLY WITH OPM- 3-A-25-3-(b)
APPROVED CERTIFICATION

TRAINEE AND DEVELOPMENTAL 3-A-25-3-(a)
POSITIONS (SEE SECTION 3-A-26)

AGENCY OPTION ONLY FOR VACANT 3-A-25-8
POSITIONS

EMPLOYEE HAS CAPACITY TO PERFORM  3-A-25-8-(b)
POSITION

EMPLOYEE MUST MEET ANY MINIMUM 3-A-25-8-(a)
EDUCATION STANDARD

LOOSER UNDUE INTERRUPTION 3-A-25-8-(b)
STANDARD FOR ASSIGNMENT TO

VACANCY

PROMOTION POTENTIAL IS NOT A 3-A-25-8-(b)

CONSIDERATION

AGENCY OPTION ONLY FOR VACANT 3-A-25-9
POSITIONS

ONLY QUALIFIED EMPLOYEES HAVE 3-A-25-1
BUMP OR RETREAT RIGHTS

UNITS-
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SECTION NUMBER AND SUBJECT-

24

24

24

24

24

24

24

24
24

24

24
24
24

24

CONSIDERATION OF REPRESENTATIVE
RATE IN ASSIGNMENT RIGHTS

MORE SPECIFIC-
COMPARING POSITIONS-DIFFERENT
PAY SCHEDULES

COMPARING POSITIONS-SAME PAY
SCHEDULE

COMPARISON OF REPRESENTATIVE
RATES

PAY SCHEDULE-FEDERAL WAGE
SYSTEM

PAY SCHEDULE-GENERAL SCHEDULE
REPRESENTATIVE RATE-

REPRESENTATIVE RATE-DOES NOT
INCLUDE

REPRESENTATIVE RATE-FEDERAL
WAGE SYSTEM

page 15

MOST SPECIFIC-
REPRESENTATIVE RATE DETERMINES
EQUIVALENT GRADE LEVELS

ACTUAL GRADE DETERMINES
EQUIVALENT GRADE LEVELS

COMPARE RATES OF POSITIONS IN
DIFFERENT PAY SCHEDULES

EMPLOYEE'S POSITION IS HIGHEST
RATE FOR POSSIBLE ASSIGNMENT

GRADE-INTERVALS DETERMINE
LOWEST RATE FOR POSSIBLE
ASSIGNMENT

SEPARATE PAY SCHEDULES FOR WG,
WL, AND WS

ONE PAY SCHEDULE REGARDLESS OF
SPECIAL RATES

BASED ON 2087 HOURS
COST OF LIVING ALLOWANCES

LOCALITY BASED GENERAL SCHEDULE

COMPARIBILITY PAYMENTS
NIGHT DIFFERENTIAL
OVERTIME

PREMIUM OR SHORTAGE CATEGORY
PAY

SECOND STEP OF THE FEDERAL WAGE

SYSTEM GRADE

CITE-

3-A-24-1-(a)

3-A-24-1-(b)

3-A-24-7-(a)

3-A-24-7-(b)

3-A-24-7-(c)

3-A-24-2-(b)

3-A-24-2-(a)

3-A-24-5
3-A-24-4-(c)

3-A-24-4-(e)

3-A-24-4-(b)
3-A-24-4-(a)
3-A-24-4-(d)

3-A-24-3-(b)

UNITS-
A
A
A B
A B
A B
A B
A B
A
A
A B
A
A
A
A B
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24

24

24

24

24

27

27

27

27

27

27

27
27

CONSIDERATION OF REPRESENTATIVE
RATE IN ASSIGNMENT RIGHTS

CONSIDERATION OF SECURITY
CLEARANCES IN RIF

MORE SPECIFIC-
REPRESENTATIVE RATE-GENERAL
SCHEDULE

REPRESENTATIVE RATE-INCLUDES

REPRESENTATIVE RATE-OTHER PAY
SYSTEMS

REPRESENTATIVE RATE-RATE USED
FOR CALCULATION

REPRESENTATIVE RATE-SENIOR
LEVEL 5 U.S.C. 5376 POSITION

AGENCY ACTIONS IF CLEARANCE IS
DENIED

QUALIFICATIONS STANDARD FOR
ASSIGNMENT

WORK ASSIGNMENTS WHILE
CLEARANCE IS PENDING

page 16

MOST SPECIFIC-

FOURTH STEP OF THE GENERAL
SCHEDULE GRADE

FEDERAL WAGE SYSTEM LOCALITY
COMPONENT

RATE DESIGNATED BY THE AGENCY AS

REPRESENTATIVE

RATE IN EFFECT ON DATE AGENCY
ISSUES SPECIFIC RIF NOTICES

RATE DESIGNATED BY THE AGENCY AS

REPRESENTATIVE

SEPARATE THE EMPLOYEE BECAUSE
OF NO OFFER OF ASSIGNMENT

TAKE ACTION UNDER EO 10450 AND/OR

5 CFR 732 AFTER ASSIGNMENT

AGENCY MUST INITIATE CLEARANCE
PROCESS AT EARLIEST DATE

ASSIGNMENT ONLY IF QUALIFIED AND IF

NO UNDUE INTERRUPTION

CLEARANCE DOES NOT AFFECT
POTENTIAL RIGHT TO OTHER

DETAIL TO NONSENSITIVE POSITION

GRANT LEAVE TO EMPLOYEE

PERFORM NONSENSITIVE DUTIES OF
POSITION

CITE-

3-A-24-3-(a)

3-A-24-4-(e)

3-A-24-3-(c)

3-A-24-6

3-A-24-3-(d)

3-A-27-4-(a)

3-A-27-4-(b)

3-A-27-2

3-A-27-1-(a)

3-A-27-1-(b)

3-A-27-3-(b)

3-A-27-3-(c)
3-A-27-3-(a)
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SECTION NUMBER AND SUBJECT-

27

27

27

19

19
19
19
19

19

19

19

19

19
19

CONSIDERATION OF SECURITY
CLEARANCES IN RIF

DETERMINING EMPLOYEES' RIF
ASSIGNMENT RIGHTS

MORE SPECIFIC-

WORK ASSIGNMENTS WHILE

CLEARANCE IS PENDING

AVAILABLE POSITION

page 17

MOST SPECIFIC- CITE-

SUSPEND EMPLOYEE UNDER EO 10450  3-A-27-3-(d)
AND/OR 5 CFR 732

TEMPORARILY GIVE DUTIES OF 3-A-27-3-(e)
POSITION TO EMPLOYEE WITH

CLEARANCE

USE DISCRETIONARY TEMPORARY 3-A-27-3-(f)

EXCEPTION FOR UNDUE INTERRUPTION
COMPETITIVE SERVICE APPOINTMENT 3-A-19-4-(a)

EMPLOYEE QUALIFIES FOR POSITION 3-A-19-4-(d)
HAS SAME WORK SCHEDULE 3-A-19-4-(f)
LASTS AT LEAST 90 DAYS 3-A-19-4-(c)
LEAST REDUCTION IN 3-A-19-4-(e)

REPRESENTATIVE RATE

MOBILITY AGREEMENT NOT CONSIDERED 3-A-19-15
OCCUPIED IN DIFFERENT COMPETITIVE  3-A-19-4-(g)
LEVEL BY LOWER-STANDING

PROMOTION POTENTIAL NOT 3-A-19-12
CONSIDERATION

RELEASED EMPLOYEE MUST ACTUALLY  3-A-19-14
PERFORM NEW POSITION

SAME COMPETITIVE AREA 3-A-19-4-(b)

SUPERVISORY OR MANAGER STATUS 3-A-19-13
NOT CONSIDERATION

UNITS-
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SECTION NUMBER AND SUBJECT-

19 DETERMINING EMPLOYEES' RIF

ASSIGNMENT RIGHTS

19

19

19

19

19

19

19

19

19

19
19

19

MORE SPECIFIC-

AVAILABLE POSITION

AVAILABLE POSITION-ALTERNATIVE
OFFER

AVAILABLE POSITION-BETTER OFFER

AVAILABLE POSITION-MORE THAN ONE
AVAILABLE POSITION

AVAILABLE POSITION-NO ADDITIONAL
OFFERS

AVAILABLE POSITION-POSITIONS NOT
INCLUDED

page 18

MOST SPECIFIC-

TEMPORARY POSITION IS NOT
AVAILABLE POSITION

TRAVEL REQUIREMENT NTO
CONSIDERED

MUST NOT RESULT IN MORE SEVERE
ACTION FOR ANOTHER EMPLOYEE

REQUIRES NOTICE TO EMPLOYEE OF
BEST OFFER

POSITION WITH HIGHER
REPRESENTATIVE RATE BECAMES
AVAILABLE

PRIOR OFFER NO LONGER CONSIDERED

MANAGEMENT RIGHT TO DETERMINE
OFFER

NO EMPLOYEE RIGHT TO CHOOSE
OFFER

EMPLOYEE ACCEPTS OFFER

CITE-

3-A-19-5

3-A-19-15

3-A-19-10-(b)

3-A-19-10-(c)

3-A-19-9

3-A-19-9

3-A-19-7

3-A-19-7

3-A-19-8-(a)

EMPLOYEE FAILS TO RESPOND TO OFFER 3-A-19-8-(c)

EMPLOYEE REJECTS OFFER

COMPETITIVE SERVICE EMPLOYEE TO

EXCEPTED POSITION

EXCEPTED SERVICE EMPLOYEE TO
COMPETITIVE POSITION

3-A-19-8-(b)
3-A-19-6-(f)

3-A-19-6-(g)

UNITS-
A B
A
A
A B
A B
A
A
A B
A B
A B
A
A
A B
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19 DETERMINING EMPLOYEES' RIF

ASSIGNMENT RIGHTS

19

19

19

19

19

19

19

19

19
19

19
19

19

MORE SPECIFIC-

AVAILABLE POSITION-POSITIONS NOT
INCLUDED

DISPLACEMENT-TO DIFFERENT
COMPETITIVE LEVEL

DISPLACEMENT-WITHIN COMPETITIVE
LEVEL

EMPLOYEES WITH ASSIGNMENT
RIGHTS

EMPLOYEES WITH ASSIGNMENT
RIGHTS AT AGENCY'S OPTION

EMPLOYEES WITH NO ASSIGNMENT
RIGHTS

THREE TYPES OF ASSIGNMENT

page 19

MOST SPECIFIC-
FULL-TIME POSITION TO OTHER-THAN-
FULL-TIME EMPLOYEE

OTHER-THAN-FULL-TIME POSITION TO
FULL-TIME EMPLOYEE

POSITION UNDER DIFFERENT WORK
SCHEDULE

POSITION WITH HIGHER
REPRESENTATIVE RATE

VACANT TEMPORARY POSITION AS
OFFER OF AVAILABLE POSITION

EMPLOYEE RETAINS SAME STATUS
AND TENURE

NOT RIF ACTION

COMPETITIVE SERVICE APPOINTMENT

CURRENT PERFORMANCE RATING OF
LEVEL 2 OR HIGHER

TENURE GROUP | OR GROUP I
EXCEPTED SERVICE EMPLOYEES

TENURE GROUP Ill BUMPING RIGHTS

CURRENT PERFORMANCE RATING OF
LEVEL 1

BUMPING RIGHT

CITE-

3-A-19-6-(b)

3-A-19-6-(c)

3-A-19-6-(e)

3-A-19-6-(a)

3-A-19-6-(d)

3-A-19-11-(b)

3-A-19-11-(a)

3-A-19-2-(a)

3-A-19-2-(c)

3-A-19-2-(b)
3-A-19-3-(b)

3-A-19-3-(a)
3-A-19-3-(c)

3-A-19-1-(a)

UNITS-
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19

19
7
7

18

10
11
29

29

29

29

29

DETERMINING EMPLOYEES' RIF
ASSIGNMENT RIGHTS

LOCAL COMMUTING AREA

MOCK RIF

NOTICES-FURLOUGH

NOTICES-RIF

MORE SPECIFIC-

THREE TYPES OF ASSIGNMENT

AGENCY RESPONSIBILITY TO DEFINE

COMPETITIVE AREA
DEFINITION
AGENCY OPTION

SAMPLE NOTICE

AGENCY OBLIGATION TO ISSUE RIF
NOTICE

AGENCY OBLIGATION TO NOTIFY UNION

AMENDED RIF NOTICE-BETTER OFFER
OF ASSIGNMENT

page 20

MOST SPECIFIC-

RETREAT RIGHT

RIGHT TO VACANCIES
NO OPM MILEAGE STANDARD

REASONABLE INTERPRETATION OF OPM
STANDARD

SEPARATE COMPETITIVE AREA IN
EACH LOCAL COMMUTING AREA

REASONABLE INTERPRETATION OF OPM
STANDARD

NO IMPACT ON LATER ACTUAL RIF
OFFERS OF ASSIGNMENT

RIF CONTINUOUS FURLOUGH NOTICE
RIF DISCONTINUOUS FURLOUGH NOTICE
ONLY FOR RIF REASON AND ACTION

OBLIGATION WHEN AGENCY ISSUES RIF
NOTICE

AGENCY MUST GIVE EMPLOYEE THE
BETTER OFFER

EMPLOYEE HAS RIGHT TO BETTER
OFFER IF STILL ON AGENCY'S ROLLS

EMPLOYEE MAY BE SEPARATED IF
BETTER OFFER IS REJECTED

CITE-

3-A-19-1-(b)

3-A-19-1-(c)
3-A-7-8-(c)
3-A-7-8-(b)

3-A-7-9

3-A-7-8-(a)

3-A-18-1-(b)

3-D-10-2
3-D-11-2
3-A-29-1-(b)

3-A-29-7

3-A-29-17

3-A-29-17-(a)

3-A-29-17-(b)

UNITS-
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SECTION NUMBER AND SUBJECT- MORE SPECIFIC-

29

29

29

29

29

29

29

29

29

29

29

29

29

29

NOTICES-RIF

AMENDED RIF NOTICE-EARLIER RIF DATE

AMENDED RIF NOTICE-LATER RIF DATE

APPEALS

CERTIFICATION OF
SEPARATION

EXPECTED

COMPUTING RIF NOTICE PERIOD

CONTENT

page 21

MOST SPECIFIC-
REQUIRES NEW MINIMUM 60 DAYS RIF
NOTICE

CONTAINS UPDATED RETENTION
STANDING

NOTICE IS AGENCY'S INITIAL BURDEN
OF PROOF IN RIF APPEAL

CES IS NOT SPECIFIC RIF NOTICE

MINIMUM NOTICE PERIOD DOES NOT
INCLUDE SATURDAY, SUNDAY, HOLIDAY

NOTICE PERIOD BEGINS DAY AFTER
EMPLOYEE RECEIVES RIF NOTICE

NOTICE PERIOD DOES NOT INCLUDE RIF
EFFECTIVE DATE

EFFECTIVE DATE OF RIF ACTION
EMPLOYEE'S RETENTION STANDING

EXPLAIN REASON FOR ANY
EXCEPTIONS TO REGULAR ORDER OF
RELEASE

EXPLAIN REASON FOR LIQUIDATION
EXCEPTION TO ORDER OF RELEASE

EXPLAIN RIGHT TO FILE RIF APPEAL OR
GRIEVANCE

EXPLAIN RIGHT TO REQUEST COPY OF
MSPB REGULATIONS

IDENTIFY RIF ACTION

CITE-

3-A-29-16

3-A-29-15-(a)

3-A-29-1-(c)

3-A-29-2

3-A-29-14-(b)

3-A-29-14-(a)

3-A-29-14-(a)

3-A-29-4-(c)
3-A-29-4-(d)
3-A-29-4-(f)
3-A-29-4-(q)
3-A-29-4-(h)
3-A-29-5

3-A-29-4-(a)

UNITS-
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29 NOTICES-RIF

29
29
29
29

29

29

29

29

29

29

29

29

29

MORE SPECIFIC-

CONTENT

DEFINITION

DIFFERENT EQUIVALENT RIF ACTION

EMPLOYEE'S DUTY STATUS DURING
RIF NOTICE PERIOD

EMPLOYEE'S DUTY STATUS DURING
RIF NOTICE PERIOD-EMERGENCY

EXCEPTIONS TO REGULAR ORDER OF
RELEASE-MAXIMUM RIF NOTICE PERIOD

EXCEPTIONS TO REGULAR ORDER OF
RELEASE-MINIMUM RIF NOTICE PERIOD

EXPIRATION OF RIF NOTICE-
IMPLEMENTATION OF ACTION

EXPIRATION OF RIF NOTICE-
IMPLEMENTATION OF LESS SEVERE
ACTION

page 22

MOST SPECIFIC-

IDENTIFY WHERE EMPLOYEE MAY
INSPECT RIF REGISTERS

REASONS FOR RIF ACTION

NO BASIS FOR GENERAL RIF NOTICE
SPECIFIC WRITTEN NOTICE

NO OBLIGATION TO ISSUE NEW RIF
NOTICE WITH NEW FULL NOTICE

RETAIN EMPLOYEE IN ACTIVE DUTY
STATUS WHEN POSSIBLE

ANNUAL LEAVE-VOLUNTARY OR
INVOLUNTARY

LEAVE WITHOUT PAY-VOLUNTARY OR
INVOLUNTARY

NONPAY STATUS-VOLUNTARY OR
INVOLUNTARY

RIF NOTICE PERIOD MAY NOT EXCEED
ENDING DATE OF EXCEPTION

RIF IMPLEMENTATION DATE IS DATE
EXCEPTION EXPIRES

SAME MINIMUM RIF NOTICE PERIOD
APPLIES

NOTICE EXPIRES WHEN AGENCY
IMPLEMENTS RIF ACTION

NOTICE EXPIRES WHEN AGENCY
IMPLEMENTS LESS SEVERE RIF ACTION

CITE-

3-A-29-4-(e)

3-A-29-4-(b)
3-A-29-1-(a)
3-A-29-1-(a)
3-A-29-10-(c)

3-A-29-20

3-A-29-20-(a)

3-A-29-20-(b)

3-A-29-20-(c)

3-A-29-13-(c)

3-A-29-13-(a)

3-A-29-13

3-A-29-18

3-A-29-19

UNITS-

> > > >
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29

29
29

29

29

29

29
28

29

29

29

29

29

NOTICES-RIF

MORE SPECIFIC-

FORMER MINIMUM 120 DAYS SPECIFIC
WRITTEN NOTICE FOR LARGE DOD RIF

INFORMATIONAL RIF NOTICE

LESS SEVERE RIF ACTION

MAXIMUM RIF NOTICE PERIOD

MINIMUM 60 DAYS SPECIFIC WRITTEN
NOTICE

MORE SEVERE RIF ACTION

OPM APPROVAL OF SHORTENED RIF
NOTICE PERIOD

page 23

MOST SPECIFIC-

REQUIREMENT EXPIRED JANUARY 31,
2000

AGENCY OPTION

DOES NOT COUNT TOWARD NOTICE
PERIOD FOR SPECIFIC RIF NOTICE

DOES NOT MEET EMPLOYEE'S
ENTITLEMENT TO SPECIFIC RIF NOTICE

OPM'S REGULATIONS DO NOT COVER
INFORMATION NOTICE

NO OBLIGATION TO ISSUE NEW RIF
NOTICE WITH NEW FULL NOTICE

NO MAXIMUM RIF NOTICE PERIOD

NOTICE REQUIREMENT APPLIES TO ALL
RIF ACTIONS

STATUTORY REQUIREMENT IN 5 U.S.C.
3502(d)(1)(A)

USE OF PERMISSIVE TEMPORARY
EXCEPTION FOR FULL 60 DAYS RIF
NOTICE

OBLIGATION TO ISSUE NEW RIF NOTICE
WITH NEW FULL NOTICE PERIOD

USE OF PERMISSIVE TEMPORARY
EXCEPTION FOR FULL NEW RIF NOTICE

MORE SEVERE RIF ACTION

CITE-

3-A-29-9

3-A-29-3
3-A-29-3-(a)

3-A-29-3-(b)

3-A-29-3-(c)

3-A-29-10-(c)

3-A-29-11
3-A-29-8-(a)

3-A-29-8-(b)

3-A-29-8-(d)

3-A-29-10

3-A-29-10-(a)

3-A-29-10-(b)

UNITS-
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31 NOTICES-RIF

31
31

31

31

29

MORE SPECIFIC-

REQUESTING EXCEPTION TO MINIMUM
60 DAYS RIF NOTICE PERIOD

RIF NOTICE PERIOD LONGER THAN
MINIMUM 60 DAYS

SAMPLE DOWNSIZING NOTICES

page 24

MOST SPECIFIC-

BASED ON UNFORESEEABLE
CIRCUMSTANCES

CONTENT OF REQUEST

MINIMUM 30 DAYS RIF NOTICE PERIOD
WITH EXCEPTION

ONLY AGENCY HEADQUARTERS CAN
SUBMIT REQUEST FOR EXCEPTION

OPM ADDRESS TO SUBMIT REQUEST
FOR EXCEPTION

AGENCY OPTION

ADAPTING THE SAMPLES TO AGENCY-
SPECIFIC NOTICES

GUIDANCE ON SPECIFIC REDUCTION IN
FORCE NOTICES

OTHER POSSIBLE NOTICES-
DISCONTINUED SERVICE RETIREMENT

OTHER POSSIBLE NOTICES-
RESIGNATION TO RECEIVE SEVERANCE
PAY

PURPOSE OF OPM'S SAMPLE OWNSIZING

NOTICES

SAMPLE LANGUAGE FOR CERTAIN
BARGAINING UNIT EMPLOYEES

SAMPLE REDUCTION IN FORCE NOTICE
CHECKLIST

CITE-

3-A-31-1

3-A-31-3
3-A-31-1

3-A-31-2

3-A-31-3

3-A-29-8-(c)

3-D-1-4

3-D-2-1

3-D-1-3-(a)

3-D-1-3-(b)

3-D-1-1

3-D-2-2

3-D-2-3

UNITS-
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1NOTICES-RIF

12

12

MORE SPECIFIC-

SAMPLE DOWNSIZING NOTICES

SAMPLE DOWNSIZING NOTICES-
AUTHORIZATION TO RELEASE RESUME

SAMPLE DOWNSIZING NOTICES-
CERTIFICATION OF EXPECTED
SEPARATION

SAMPLE DOWNSIZING NOTICES-FIRST
ROUND RIF DISPLACEMENT

SAMPLE DOWNSIZING NOTICES-
REASSIGNMENT TO DIFFERENT
LOCATION

SAMPLE DOWNSIZING NOTICES-RIF
ASSIGNMENT

page 25

MOST SPECIFIC-
TYPES OF DOWNSIZING NOTICES
INCLUDED IN UNIT 3-D

NOTICE-AUTHORIZATION TO RELEASE
RESUME

PURPOSE OF THE AUTHORIZATION TO
RELEASE RESUME

NOTICE-CERTIFICATION OF EXPECTED
SEPARATION

PURPOSE OF CERTIFICATION OF
EXPECTED SEPARATION

NOTICE-FIRST ROUND DISPLACEMENT
OF LOWER-STANDING EMPLOYEE

NOTICE-REASSIGNMENT TO DIFFERENT
LOCAL COMMUTING AREA

PURPOSE OF REASSIGNMENT LETTER

RIF NOTICE 10-OFFER OVER TWO
GRADES WITH G&P OR DSR OR VERA

RIF NOTICE 11-OFFER OVER TWO

CITE-

3-D-1-2

3-D-5-2

3-D-5-1

3-D-4-2

3-D-4-1

3-D-2-4

3-D-12-2

3-D-12-1

3-D-2-14

3-D-2-15

GRADES WITH G&P OR A/L FOR BENEFITS

RIF NOTICE 12-DECLINATION OF
ASSIGNMENT OFFER TO LOWER-
GRADED POSITION

RIF NOTICE 1-OFFER TO SAME GRADE

3-D-2-16

3-D-2-5

UNITS-



U.S. Office of Personnel Management-Division for Strategic Human Resources Policy
Restructuring Information Handbook Module 3
Reduction in Force
Unit G, Detailed Index to Module 3 (December 2002 version)

SECTION NUMBER AND SUBJECT-

2NOTICES-RIF

10

10

11

11

MORE SPECIFIC-

SAMPLE DOWNSIZING NOTICES-RIF
ASSIGNMENT

SAMPLE DOWNSIZING NOTICES-RIF
CONTINUOUS FURLOUGH NOTICE

SAMPLE DOWNSIZING NOTICES-RIF
DISCONTINUOUS FURLOUGH NOTICE

page 26

MOST SPECIFIC- CITE-

RIF NOTICE 2-OFFER TO SAME GRADE 3-D-2-6
OR OPTIONAL RETIREMENT

RIF NOTICE 3-OFFER WITHIN TWO 3-D-2-7
GRADES WITH HIGHEST PREVIOUS RATE

RIF NOTICE 4-OFFER WITHIN TWO 3-D-2-8
GRADES WITH SAVED G&P

RIF NOTICE 5-OFFER WITHIN TWO 3-D-2-9
GRADES WITH G&P OR OPT RETIREMENT

RIF NOTICE 6-OFFER OVER TWO 3-D-2-10
GRADES W/SAVED PAY-NO SEVERANCE
ORRET

RIF NOTICE 7-OFFER OVER TWO 3-D-2-11
GRADES WITH G&P-NO SEVERANCE OR
RET

RIF NOTICE 8-OFFER OVER TWO 3-D-2-12
GRADES WITH G&P OR DSR

RIF NOTICE 9-OFFER OVER TWO 3-D-2-13
GRADES WITH G&P OR OPTIONAL

RETIREMENT

NOTICE-RIF CONTINUOUS FURLOUGH 3-D-10-2
NOTICE

PURPOSE OF RIF CONTINUOUS 3-D-10-1
FURLOUGH NOTICE

NOTICE-RIF DISCONTINUOUS FURLOUGH 3-D-11-2
NOTICE

PURPOSE OF RIF DISCONTINUOUS 3-D-11-1
FURLOUGH NOTICE

UNITS-
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SECTION NUMBER AND SUBJECT-

3

NOTICES-RIF

MORE SPECIFIC-

SAMPLE DOWNSIZING NOTICES-RIF

GRIEVANCE RIGHTS

SAMPLE DOWNSIZING NOTICES-RIF

SEPARATION

SAMPLE DOWNSIZING NOTICES-
TRANSFER OF FUNCTION CANVASS

LETTER

page 27

MOST SPECIFIC-

NOTICE OF GRIEVANCE RIGHT FOR
CERTAIN BARGAINING UNIT EMPLOYEES

NOTICE-SAMPLE LANGUAGE FOR
CERTAIN BARGAINING UNIT EMPLOYEES

RIF NOTICE 13-SEPARATION WITH NO
SEVERANCE PAY OR IMMEDIATE
RETIREMENT

RIF NOTICE 14-SEPARATION WITH
ELIGIBILITY FOR SEVERANCE PAY

RIF NOTICE 15-SEPARATION WITH
ELIGIBILITY FOR DSR

RIF NOTICE 16-SEPARATION WITH
ELIGIBILITY FOR OPTIONAL

RIF NOTICE 17-SEPARATION WITH A/L
FOR BENEFITS

RIF NOTICE 18-SEPARATION FROM
INTERMITTENT APPOINTMENT

RIF NOTICE 19-SEPARATION FROM TERM
APPOINTMENT

RIF NOTICE 20-SEPARATION FROM
EXCEPTED POSITION WITH
SEVERANCE PAY

NOTICE-TRANSFER OF FUNCTION
CANVASS LETTER TO MULTIPLE
LOCATIONS

NOTICE-TRANSFER OF FUNCTION
CANVASS LETTER TO ONE LOCATION

CITE-

3-D-3-1

3-D-3-2

3-D-2-17

3-D-2-18

3-D-2-19

3-D-2-20

3-D-2-21

3-D-2-22

3-D-2-23

3-D-2-24

3-D-9-1

3-D-8-2

UNITS-
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SECTION NUMBER AND SUBJECT-

29
30

30

30
30

30

30
30

NOTICES-RIF

NOTICES-RIF-ADDITIONAL
REQUIREMENTS FOR RIF SEPARATIONS

MORE SPECIFIC-

SAMPLE DOWNSIZING NOTICES-
TRANSFER OF FUNCTION CANVASS
LETTER

SAMPLE DOWNSIZING NOTICES-
VOLUNTARY CHANGE TO LOWER
GRADE

SAMPLE RIF NOTICES
50 OR MORE RIF SEPARATIONS

50 OR MORE RIF SEPARATIONS-NOTICE
TO OTHER ORGANIZATIONS

50 OR MORE RIF SEPARATIONS-NOTICE
TO OTHER ORGANIZATIONS-CONTENT

page 28

MOST SPECIFIC-

PURPOSE OF TRANSFER OF FUNCTION
CANVASS LETTER

AGENCY-INITIATED VOLUNTARY
CHANGE TO LOWER GRADE

CTAP VOLUNTARY CHANGE TO LOWER
GRADE

NOTICE-AGENCY-INITIATED VOLUNTARY
CHANGE TO LOWER GRADE

NOTICE-CTAP VOLUNTARY CHANGE TO
LOWER GRADE

RIH UNIT 3-D

NOTIFY DEPARTMENT OF LABOR
UNEMPLOYMENT INSURANCE SERVICE

NOTIFY LOCAL GOVERNMENTAL
OFFICIAL

NOTIFY OPM

NOTIFY STATE WORKFORCE
INVESTMENT ACT ORGANIZATION

ANY OTHER INFORMATION REQUIRED BY
OPM

EFFECTIVE DATE OF RIF

NUMBER OF EMPLOYEES WITH RIF
SEPARATION NOTICES

CITE-

3-D-8-1

3-D-6-1

3-D-7-1

3-D-6-2

3-D-7-2

3-A-29-1-(d)
3-A-30-3

3-A-30-7

3-A-30-8
3-A-30-6

3-A-30-5-(c)

3-A-30-5-(b)
3-A-30-5-(a)

UNITS-

>
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SECTION NUMBER AND SUBJECT- MORE SPECIFIC- MOST SPECIFIC- CITE- UNITS-
30 NOTICES-RIF-ADDITIONAL FORMAT IN RIF NOTICE 3-A-30-2 A
REQUIREMENTS FOR RIF SEPARATIONS

30 MORE INFORMATION FOR EMPLOYEES ~ CAREER TRANSITION ASSISTANCE PLAN  3-A-30-2-(e) A

30 EMPLOYEE AUTHORIZATION TO 3-A-30-2-(c) A
RELEASE RESUME

30 INTERAGENCY CAREER TRANSITION 3-A-30-2-(f) A
ASSISTANCE PLAN

30 REGISTRATION FOR REEMPLOYMENT ~ 3-A-30-2-(d) A
PRIORITY LIST

30 RETRAINING BENEFITS UNDER 3-A-30-2-(b) A
WORKFORCE INVESTMENT ACT OF 1998

30 SEVERANCE PAY ESTIMATE 3-A-30-2-(a) A

30 UNEMPLOYMENT INSURANCE 3-A-30-2-(q)

9 NOTICES-TOF TRANSFER OF FUNCTION CANVASS TRANSFER OF FUNCTION CANVASS 3-D-9-1 D

LETTERS LETTER TO MULTIPLE LOCATIONS

8 TRANSFER OF FUNCTION CANVASS 3-D-8-2 D
LETTER TO ONE LOCATION

15 PERFORMANCE-RIF AGENCY'S POLICY CONDITIONS UNDER WHICH RATING IS~ 3-A-15-8-(d)-(1) A B
RECEIVED

15 FREEZE DATE POLICY IF APPLICABLE 3-A-15-8-(d)-(2) A B

15 FREEZE DATE POLICY IF APPLICABLE 3-A-15-9 A B

15 INCLUDED IN APPROPRIATE ISSUANCE ~ 3-A-15-8-(c) A B

15 RETENTION SERVICE CREDIT UNDER 3-A-15-8-(3) A B

MIXED PATTERNS IF APPLICABLE

page 29
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SECTION NUMBER AND SUBJECT-

15

15

15

15

15

15

15

15

15

15

15

15

15

PERFORMANCE-RIF

MORE SPECIFIC-

AGENCY'S POLICY

AMOUNT OF RETENTION CREDIT-
MULTIPLE RATING PATTERNS

AMOUNT OF RETENTION CREDIT-

SINGLE RATING PATTERN

page 30

MOST SPECIFIC-
UNIFORM AND CONSISTENT IN
COMPETITIVE AREA

12 ADDITIONAL YEARS IS MINIMUM
CREDIT FOR EACH RATING

20 ADDITIONAL YEARS IS MAXIMUM
CREDIT FOR EACH RATING

ADDITIONAL SERVICE CREDIT ONLY IN
FULL YEARS

BASED ON MATHEMATICAL AVERAGE
ROUNDED UP IF NECESSARY

MANDATORY-AGENCY MUST SPECIFY
CREDIT FOR EACH SUMMARY LEVEL

MANDATORY-SAME CREDIT FOR SAME
LEVEL IN SAME PATTERN

NO ADDITIONAL YEARS OF CREDIT FOR
LEVEL 2 OR LEVEL 1 RATING

ONLY APPLIES TO RATINGS ON RECORD
AFTER SEPTEMBER 30, 1997

OPTION-DIFFERENT CREDIT FOR SAME
LEVEL IN DIFFERENT PATTERNS

OPTION-THE SAME AMOUNT OF CREDIT
FOR MULTIPLE LEVELS

12 ADDITIONAL YEARS OF CREDIT FOR
LEVEL 3 RATING

16 ADDITIONAL YEARS OF CREDIT FOR
LEVEL 4 RATING

CITE-

3-A-15-8-(c)

3-A-15-12-(d)

3-A-15-12-(d)

3-A-15-12-(b)

3-A-15-12-(a)

3-A-15-12-(h)

3-A-15-12-(f)

3-A-15-12-(c)

3-A-15-12-())

3-A-15-12-(g)

3-A-15-12-(e)

3-A-15-11-(c)

3-A-15-11-(b)

UNITS-
A B
A B
A B
A B
A B
A B
A B
A B
A B
A B
A B
A B
A B
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SECTION NUMBER AND SUBJECT-

15

15

15

15

15
15

15

15

15
15

15

15
15
15
15

PERFORMANCE-RIF

MORE SPECIFIC-

AMOUNT OF RETENTION CREDIT-
SINGLE RATING PATTERN

AVAILABILITY OF RATINGS

EFFECTIVE DATE FOR OPM'S 1997
PERFORMANCE REGULATIONS

MISSING RATINGS

RATINGS USED FOR RIF PURPOSES

page 31

MOST SPECIFIC-
20 ADDITIONAL YEARS OF CREDIT FOR
LEVEL 5 RATING

BASED ON MATHEMATICAL AVERAGE
ROUNDED UP IF NECESSARY

NO ADDITIONAL YEARS OF CREDIT FOR
LEVEL 2 OR LEVEL 1 RATING

AGENCY RESPONSIBILITY FOR
COMPLIANCE WITH RATING SCHEDULE

RATING MUST BE ON RECORD

ALL ACTIONS ON OR AFTER OCTOBER 1,
1998

ACTUAL RATING(S) WITH ONE OR TWO
ACTUAL RATING(S) OF RECORD

MODAL RATING WHEN NO ACTUAL
RATING(S) OF RECORD

CURRENT RATING OF RECORD

EMPLOYEES COVERED BY 5 USC
CHAPTER 43

EMPLOYEES NOT COVERED BY 5 USC
CHAPTER 43

EQUIVALENT RATING OF RECORD
MODAL RATING

RATING OF RECORD

RATINGS IN OTHER AGENCIES

CITE-

3-A-15-11-(a)

3-A-15-11-(d)-(1)

3-A-15-11-(d)

3-A-15-8-(b)

3-A-15-8-(a)
3-A-15-2

3-A-15-10-(b)

3-A-15-10-(a)

3-A-15-4-(c)
3-A-15-6

3-A-15-7

3-A-15-4-(b)
3-A-15-4-(d)
3-A-15-4-(a)
3-A-15-5

UNITS-
A B
A B
A B
A B
A B
A
A B
A B
A
A
A B
A
A
A
A B
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SECTION NUMBER AND SUBJECT-

15
15

15

14

15

15
15

15

15

15

16

16
16

16

PERFORMANCE-RIF

PERSONNEL RECORDS IN RIF

MORE SPECIFIC-

RATINGS USED FOR RIF PURPOSES
RETENTION FACTOR

TIME PERIOD COVERED BY RATINGS

UNACCEPTABLE PERFORMANCE-
ELIMINATION OF RATING

UNACCEPTABLE PERFORMANCE-FINAL
DECISION TO DEMOTE

UNACCEPTABLE PERFORMANCE-FINAL
DECISION TO REMOVE

UNACCEPTABLE PERFORMANCE-
PROPOSED DECISION TO DEMOTE

UNACCEPTABLE PERFORMANCE-
PROPOSED DECISION TO REMOVE

ACCESS TO RETENTION RECORDS

page 32

MOST SPECIFIC-

RETROACTIVE RATING

BASED ON ONE OF FOUR FACTORS IN
1944 VETERANS' PREFERENCE ACT

4 YEARS PRIOR TO THE DATE THE
AGENCY FREEZES RATINGS

4 YEARS PRIOR TO THE DAY BEFORE
THE AGENCY ISSUES RIF NOTICES

AGENCY DOES NOT EFFECT PROPOSED
5 CFR 432 ACTION

THIRD PARTY APPELLATE DECISION

EMPLOYEE COMPETES IN POSITION TO
WHICH DEMOTED

EMPLOYEE DOES NOT COMPETE IN RIF
COMPETITION

EMPLOYEE COMPETES IN FIRST ROUND
COMPETITION

EMPLOYEE COMPETES IN FIRST ROUND
COMPETITION

CONSISTENT WITH FREEDOM OF
INFORMATION ACT

CONSISTENT WITH PRIVACY ACT

EMPLOYEE WHO RECEIVED SPECIFIC
RIF NOTICE

OPM

CITE-

3-A-15-4-(e)
3-A-15-1

3-A-15-3-(b)

3-A-15-3-(a)

3-A-15-15

3-A-15-15
3-A-15-14-(b)

3-A-15-14-(a)

3-A-15-13

3-A-15-13

3-A-16-2

3-A-16-2
3-A-16-3-(a)

3-A-16-3-(b)

UNITS-
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SECTION NUMBER AND SUBJECT-

16 PERSONNEL RECORDS IN RIF

16
16
16

16
16
16

16

16

5 REASSIGNMENT

5
5
5
17 RELEASE FROM COMPETITIVE LEVEL

17

MORE SPECIFIC-

ACCESS TO RETENTION RECORDS

PRESERVING RETENTION RECORDS
RESPONSIBILITY OF AGENCY

REVIEW OF OTHER RETENTION
REGISTERS

REVIEW OF RETENTION REGISTER

AGENCY OPTION

DIFFERENT COMPETITIVE AREA
DIFFERENT COMPETITIVE LEVEL
DIFFERENT LOCAL COMMUTING AREA

CONTINUING EXCEPTION-DATE OF
EMPLOYEE'S RETENTION STANDING

CONTINUING EXCEPTION-MINIMUM
LENGTH

page 33

MOST SPECIFIC-

REPRESENTATIVE OF EMPLOYEE WHO

RECEIVED SPECIFIC RIF NOTICE
1 YEAR MINIMUM OP REQUIREMENT
MAINTAIN RETENTION RECORDS

OTHER POTENTIAL COMPETITIVE
LEVELS

POTENTIAL ASSIGNMENT RIGHTS
COMPLETE RETENTION REGISTER

EMPLOYEES' ADJUSTED RIF SERVICE
COMPUTATION DATES

EMPLOYEES' BASIC RIF SERVICE
COMPUTATION DATES

NAMES OF ALL EMPLOYEES ON
RETENTION REGISTER

ASSIGNMENT OR REASSIGNMENT TO
VACANT POSITION

RIF NOT REQUIRED
RIF NOT REQUIRED
RIF NOT REQUIRED

RIF DATE HAD AGENCY NOT USED
CONTINUING EXCEPTION

MORE THAN 90 DAYS

CITE-

3-A-16-3-(a)

3-A-16-6
3-A-16-1
3-A-16-5-(a)

3-A-16-5-(b)
3-A-16-4-(d)
3-A-16-4-(c)

3-A-16-4-(b)

3-A-16-4-(a)

3-A-5-3

3-A-5-2
3-A-5-2
3-A-5-2
3-A-17-10

3-A-17-9-(b)

UNITS-
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SECTION NUMBER AND SUBJECT-

17 RELEASE FROM COMPETITIVE LEVEL

17

17

17
19

19

17

17

17

17

17

17

17

MORE SPECIFIC-
CONTINUING EXCEPTION-NOTICE TO
HIGHER-STANDING EMPLOYEES

DATE USED TO DETERMINE
EMPLOYEES' RETENTION STANDING

DISPLACEMENT WITHIN COMPETITIVE
LEVEL

DISPLACEMENT-TO DIFFERENT
COMPETITIVE LEVEL

DISPLACEMENT-WITHIN COMPETITIVE
LEVEL

LIQUIDATION EXCEPTION-180 DAYS OR
LESS

LIQUIDATION EXCEPTION-NOTICE TO
HIGHER-STANDING EMPLOYEES

MANDATORY EXCEPTION-DATE OF
EMPLOYEE'S RETENTION STANDING

MANDATORY EXCEPTION-
RESTORATION RIGHT AFTER ARMED
FORCES

MANDATORY EXCEPTION-TO QUALIFY
FOR CONTINUED HEALTH BENEFITS

MANDATORY EXCEPTION-TO QUALIFY
FOR IMMEDIATE ANNUITY

ORDER OF RELEASE

page 34

MOST SPECIFIC-

REASON FOR THE EXCEPTION

DATE RELEASED FROM COMPETITIVE
LEVEL

EMPLOYEE RETAINS SAME STATUS
AND TENURE

NOT RIF ACTION

EMPLOYEE RETAINS SAME STATUS
AND TENURE

NOT RIF ACTION

ABOLISHMENT OF COMPETITIVE AREA

REASON FOR THE EXCEPTION

RIF DATE HAD AGENCY NOT USED

MANDATORY EXCEPTION

RETAINED AT TOP OF EMPLOYEE'S
TENURE GROUP AND SUBGROUP

RETAINED ON ACCRUED ANNUAL LEAVE

UNTIL FIRST ELIGIBILITY

RETAINED ON ACCRUED ANNUAL LEAVE

UNTIL FIRST ELIGIBILITY

INTERVENING DISPLACEMENT WHEN
GROUPS |, II, AND Il INCLUDED

CITE-

3-A-17-11

3-A-17-1

3-A-17-3-(d)

3-A-17-3-(e)
3-A-19-11-(b)

3-A-19-11-(a)

3-A-17-19

3-A-17-20

3-A-17-7

3-A-17-5-(b)

3-A-17-6-(b)

3-A-17-6-(a)

3-A-17-3-(c)

UNITS-
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SECTION NUMBER AND SUBJECT-

17
17

17

17

17

17

17

17
17
17

17
17

17
17

17

RELEASE FROM COMPETITIVE LEVEL

MORE SPECIFIC-

ORDER OF RELEASE

RELEASE OF NONCOMPETING
EMPLOYEES

TEMPORARY EXCEPTION-90 DAYS OR
LESS

TEMPORARY EXCEPTION-DATE OF
EMPLOYEE'S RETENTION STANDING

TEMPORARY EXCEPTION-NO TIME LIMIT

TEMPORARY EXCEPTION-NOTICE TO
HIGHER-STANDING EMPLOYEES

page 35

MOST SPECIFIC-

INVERSE RETENTION ORDER

TIES IN EMPLOYEES' RETENTION
STANDING

FINAL DECISION TO DEMOTE UNDER 5
CFR 430

FINAL DECISION TO DEMOTE UNDER 5
CFR 752

FINAL DECISION TO REMOVE UNDER 5
CFR 430

FINAL DECISION TO REMOVE UNDER 5
CFR 752

NONCOMPETING TEMPORARY
APPOINTMENT

TEMPORARY PROMOTION
TERM PROMOTION
OTHER REASONS

UNDUE INTERRUPTION

RIF DATE HAD AGENCY NOT USED
CONTINUING EXCEPTION

APPROVED SICK LEAVE

SATISFY A GOVERNMENT OBLIGATION
TO EMPLOYEE

REASON FOR THE EXCEPTION

CITE-

3-A-17-3-(a)
3-A-17-4

3-A-17-2-(c)

3-A-17-2-(d)

3-A-17-2-(c)

3-A-17-2-(d)

3-A-17-2-(a)

3-A-17-2-(b)
3-A-17-2-(b)
3-A-17-16-(a)

3-A-17-12
3-A-17-17

3-A-17-14
3-A-17-13

3-A-17-18

UNITS-
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SECTION NUMBER AND SUBJECT-

17

17

10

10

10

10

10

10

10

10

10

10

RELEASE FROM COMPETITIVE LEVEL

RETENTION REGISTER

MORE SPECIFIC-

TEMPORARY EXCEPTION-TO QUALIFY

FOR IMMEDIATE ANNUITY

APPLICATION OF FOUR RETENTION
FACTORS

EMPLOYEES LISTED APART FROM
REGISTER

EMPLOYEES LISTED ON REGISTER

page 36

MOST SPECIFIC- CITE-

LEAVE SYSTEM OTHER THAN 5 USC 3-A-17-15-(b)-(1)

CHAPTER 63

LEAVE SYSTEM OTHER THAN 5 USC 3-A-17-15-(b)-(2)
CHAPTER 63

COMPETITIVE LEVEL BECOMES 3-A-9-1
RETENTION REGISTER

DEMOTION BECAUSE OF ADVERSE 3-A-10-4-(c)-(2)
ACTION

DEMOTION BECAUSE OF 3-A-10-4-(b)-(2)
UNACCEPTABLE PERFORMANCE

NONCOMPETING TEMPORARY 3-A-10-4-(a)-(1)

APPOINTMENT IN COMPETITIVE LEVEL
REMOVAL BECAUSE OF ADVERSE ACTION 3-A-10-4-(c)-(1)

REMOVAL BECAUSE OF UNACCEPTABLE 3-A-10-4-(b)-(1)
PERFORMANCE

TEMPORARY PROMOTION TO 3-A-10-4-(a)-(3)
COMPETITIVE LEVEL

TERM PROMOTION TO COMPETITIVE 3-A-10-4-(a)-(2)
LEVEL

DEMOTED TO REGISTER BECAUSE OF  3-A-10-4-(c)-(2)
ADVERSE ACTION

DEMOTED TO REGISTER BECAUSE OF  3-A-10-4-(b)-(2)
UNACCEPTABLE PERFORMANCE

DETAIL FROM COMPETITIVE LEVEL 3-A-10-2-(c)

UNITS-
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10

10

10

10

10

11
11
11
11
11
11
11

11

11

14

RETENTION REGISTER

RETENTION STANDING

MORE SPECIFIC-

EMPLOYEES LISTED ON REGISTER

EMPLOYEES NOT LISTED ON REGISTER
PURPOSE

ORDER

PERFORMANCE
RETENTION REGISTER

SERVICE CREDIT

page 37

MOST SPECIFIC-
OFFICIAL POSITION OF RECORD IN
COMPETITIVE LEVEL

TEMPORARY PROMOTION FROM
COMPETITIVE LEVEL

TERM PROMOTION FROM COMPETITIVE
LEVEL

ON ACTIVE ARMED FORCES SERVICE
WITH RESTORATION RIGHT

APPLIES FOUR RETENTION FACTORS
TO COMPETITIVE LEVEL

SUBGROUP A
SUBGROUP AD
SUBGROUP B
TENURE GROUP |
TENURE GROUP I
TENURE GROUP IlI

ADDITIONAL CREDITABLE RETENTION
SERVICE

BASED ON FOUR FACTORS IN 1944
VETERANS' PREFERENCE ACT

CREDITABLE CIVILIAN AND MILITARY
SERVICE

NO AUTHORITY TO FREEZE SERVICE
RECORDS BEFORE RIF

CITE-

3-A-10-2-(a)

3-A-10-2-(b)

3-A-10-2-(b)

3-A-11-2-(c)

3-A-14-2-(a)

UNITS-
A B
A B
A B
A
A B
A
A
A
A
A
A
A
A
A
A
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SECTION NUMBER AND SUBJECT-

13

13

13

13

13

14

14

A M b~ b

RETENTION STANDING

SERVICE CREDIT

MORE SPECIFIC-

TENURE

VETERANS' PREFERENCE

AGENCY RESPONSIBILITY

CIVILIAN RETENTION SERVICE CREDIT
AUTHORIZED BY STATUTE

page 38

MOST SPECIFIC-

SUBGROUP A
SUBGROUP AD
SUBGROUP B

NO AUTHORITY TO FREEZE
PREFERENCE RECORDS BEFORE RIF
DATE

NO BASIS TO USE RECORDS NOT
AVAILABLE BEFORE RIF

DETERMINE RETENTION SERVICE
CREDIT AS OF RIF DATE

WITHHOLD RETENTION CREDIT FOR
NONCREDITABLE SERVICE

AGRICULTURAL STABILIZATION AND
CONSERVATION SERVICE

APPALACHIAN REGIONAL COMMISSION

DC GOVERNMENT SERVICE BEFORE
09/26/80

NONAPPROPRIATED FUND (NAF)
EMPLOYEES

PEACE CORPS VOLUNTEERS
POSTAL SERVICE
ST. ELIZABETHS HOSPITAL

VOLUNTEERS IN SERVICE TO AMERICA
(VISTA)

CITE-

3-A-13-2-
3-A-13-2-
3-A-13-2-
3-A-13-1-

b)

a

- =

C

L (.

a)

3-A-13-1-(b)

3-A-14-2

3-A-14-2-(b)

3-E-4-1

3-E-4-2
3-E-4-3

3-E-4-5

3-E-4-6
3-E-4-7
3-E-4-4
3-E-4-8

UNITS-

> > > >
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SECTION NUMBER AND SUBJECT-

7 SERVICE CREDIT

MORE SPECIFIC-

COMPUTING THE SCD-RIF-ADDITIONAL

RETENTION CREDIT FOR
PERFORMANCE

COMPUTING THE SCD-RIF-ARMED

FORCES SERVICE

COMPUTING THE SCD-RIF-BREAKS IN

SERVICE

COMPUTING THE SCD-RIF-CIVILIAN

SERVICE

COMPUTING THE SCD-RIF-CREDIT FOR

SEPARATION DAY

COMPUTING THE SCD-RIF-PRELIMINARY

STEPS

page 39

MOST SPECIFIC-

MULTIPLE RATING PATTERNS

ROUND UP ANY FRACTION WHEN
COMPUTING RETENTION CREDIT FOR
PERFORMANCE

SINGLE RATING PATTERN

STEP ONE-COMPUTE AMOUNT OF
RETENTION CREDIT FOR PERFORMANCE

STEP TWO-INCLUDE RETENTION
CREDIT FOR PERFORMANCE IN SCD FOR
SCD-RIF

USE ACTUAL DATES OF ARMED FORCES
SERVICE

CONTINUOUS SERVICE WITH BREAK OF
3 DAYS OR LESS

DISCONTINUOUS SERVICE WITH BREAK
OF MORE THAN 3 DAYS

USE ACTUAL DATES OF EMPLOYMENT

RETENTION SERVICE CREDIT FOR
SEPARATION DAY

ARRANGE THE OPF IN CHRONOLOGICAL
ORDER

COMPARE EMPLOYEE-PREPARED
DOCUMENTS WITH VERIFIED SERVICE

CITE-

3-E-7-6-(d)

3-E-7-6-(e)

3-E-7-6-(c)

3-E-7-7

3-E-7-7

3-E-7-5

3-E-7-3

3-E-7-3

3-E-7-4

3-E-7-2

3-E-7-1-(a)

3-E-7-1-(b)

UNITS-
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SECTION NUMBER AND SUBJECT-

7 SERVICE CREDIT

14

14

w

W W W W w w

MORE SPECIFIC-

COMPUTING THE SCD-RIF-PRELIMINARY
STEPS

CREDITABLE CIVILIAN SERVICE FOR
RETENTION

CREDITABLE CIVILIAN SERVICE FOR
RETENTION-AMOUNT OF SERVICE
CREDIT

page 40

MOST SPECIFIC-

NOTE BASIS FOR ARMED FORCES
DISCHARGE AS OPTIONAL STEP

VERIFY AMOUNT OF CIVILIAN AND

ARMED FORCES SERVICE IS CREDITABLE

OTHER SERVICE DEFINED BY LAW AS
RETENTION CREDIT

SERVICE AS EMPLOYEE THAT MEETS 5
USC 2105(a) DEFINITION

SERVICE AS EMPLOYEE THAT MEETS 5
USC 2105(a) DEFINITION

2087 HOUR CONVERSION CHART

260 DAY CONVERSION CHART
FULL-TIME CIVILIAN SERVICE

FULL-TIME CIVILIAN SERVICE WITH
INTERVENING UNIFORMED SERVICE

INJURY COMPENSATION (OWCP)
INTERMITTENT CIVILIAN SERVICE
LEAVE-WITHOUT-PAY (LWOP)
PART-TIME CIVILIAN SERVICE
RESTORATION FROM ARMED FORCES
SEASONAL CIVILIAN SERVICE

CITE-

3-E-7-1-(c)

3-E-7-1-(d)

3-A-14-3-(b)

3-E-3-1-(a)

3-A-14-3-(a)

3-E-3-5

3-E-3-5
3-E-3-2-(a)
3-E-3-2-(b)

3-E-3-4-(c)
3-E-3-2-(d)
3-E-3-3

3-E-3-2-(c)
3-E-3-4-(d)
3-E-3-2-(e)

UNITS-
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SECTION NUMBER AND SUBJECT-

3 SERVICE CREDIT

14

14

MORE SPECIFIC-

CREDITABLE CIVILIAN SERVICE FOR
RETENTION-AMOUNT OF SERVICE
CREDIT

CREDITABLE UNIFORMED SERVICE FOR
RETENTION

CREDITABLE UNIFORMED SERVICE FOR
RETENTION-AMOUNT OF SERVICE
CREDIT

page 41

MOST SPECIFIC- CITE-

SUBSTANTIALLY CONTINUOUS SERVICE  3-E-3-4-(b)
WITH BREAK OF 1 WORKDAY OR MORE

SUBSTANTIALLY CONTINUOUS SERVICE  3-E-3-4-(a)
WITH NO BREAK OF 1 WORKDAY

ACTIVE DUTY SERVICE IN ARMED 3-A-14-3-(c)
FORCES

NO BASIS FOR DUAL CREDIT OF ARMED  3-A-14-3-(c)
FORCES SERVICE

TYPE OF DISCHARGE FROM ARMED 3-E-5-1-(b)
FORCES IS NOT CONSIDERED

ACTIVE DUTY SERVICE BLOCKS 3-E-5-2-(b)
CERTIFIED BY U.S. MILITARY ACADEMY

ACTIVE DUTY SERVICE BLOCKS ONDD  3-E-5-2
214

ACTIVE DUTY SERVICE BLOCKS ON SF 3-E-5-2-(a)
813 FOR CAMPAIGNS AND EXPEDITIONS

AIR FORCE NATIONAL GUARD OF THE 3-E-5-7
UNITED STATES SERVICE (ANGUS)

AIR FORCE NATIONAL GUARD SERVICE  3-E-5-6

ARMY NATIONAL GUARD OF THE UNITED 3-E-5-7
STATES SERVICE (ARNGUS)

ARMY NATIONAL GUARD SERVICE 3-E-5-6

EARLY ARMED FORCES RETIREMENT 3-E-5-9
UNDER PL 102-484

UNITS-
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SECTION NUMBER AND SUBJECT-

5 SERVICE CREDIT

MORE SPECIFIC-

CREDITABLE UNIFORMED SERVICE FOR

RETENTION-AMOUNT OF SERVICE

CREDIT

CREDITABLE UNIFORMED SERVICE FOR
RETENTION-NOT RETIRED MILITARY

CREDITABLE UNIFORMED SERVICE FOR

RETENTION-RETIRED MILITARY

CREDITABLE UNIFORMED SERVICE FOR

RETENTION-VERIFICATION

page 42

MOST SPECIFIC- CITE-

NATIONAL OCEANIC AND ATMOSPHERIC  3-E-5-11
ADMIN COMMISSIONED CORPS (NOAA)

NO ADDITIONAL SERVICE CREDIT FOR 3-E-5-5
DERIVATIVE PREFERENCE

NO BASIS FOR DUAL CREDIT OF ARMED  3-E-5-4
FORCES SERVICE

NO CREDIT FOR ARMED FORCES LOST 3-E-5-3
TIME

PUBLIC HEALTH SERVICE 3-E-5-10
COMMISSIONED CORPS (PHS)

ALL ACTIVE ARMED FORCES SERVICE 3-E-5-1-(a)

DUAL COMPENSATION ACT LIMITATIONS  3-E-5-1-(a)
ON RETENTION SERVICE CREDIT

OFFICIAL ORDERS ISSUED BY 3-E-5-8-(a)
UNIFORMED SERVICE

REFER TO DD 214 3-E-5-2
REFER TO DD 214 3-E-5-8-(a)

RESERVISTS ORDERS TO ACTIVE DUTY  3-E-5-8-(c)
TRAINING

STATE ADJUTANT GENERAL FOR 3-E-5-8-(b)
NATIONAL GUARD SERVICE

SUBMIT SF 813 3-E-5-2-(a)

UNITS-
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SECTION NUMBER AND SUBJECT- MORE SPECIFIC-

14

14
14

SERVICE CREDIT

DETERMINING RIF SERVICE CREDIT
DATE-GENERAL

DETERMINING RIF SERVICE CREDIT
DATE-NOAA

DETERMINING RIF SERVICE CREDIT
DATE-PHS

DETERMINING RIF SERVICE CREDIT
DATE-RETIRED MILITARY

DETERMINING RIF SERVICE CREDIT
DATE-RETIRED MILITARY WITH
PREFERENCE

page 43

MOST SPECIFIC-

ADDITIONAL SERVICE CREDIT FOR
PERFORMANCE

NO PRIOR FEDERAL SERVICE
PRIOR FEDERAL SERVICE

RIF SERVICE CREDIT ONLY FOR ARMED
FORCES SERVICE

RIF SERVICE CREDIT ONLY FOR ARMED
FORCES SERVICE

DUAL COMPENSATION ACT LIMITATIONS
ON RETENTION SERVICE CREDIT

DUAL COMPENSATION ACT LIMITATIONS
ON RETENTION SERVICE CREDIT

DUAL COMPENSATION ACT LIMITATIONS
ON RETENTION SERVICE CREDIT

SUBMIT FORM SF-180 TO VERIFY BASIS
FOR ARMED FORCES RETIREMENT

SUBMIT SF 813
SUMMARY CHART
ALL ACTIVE ARMED FORCES SERVICE

ALL ACTIVE ARMED FORCES SERVICE IF
ELIGIBLE FOR PREFENCE

CITE-

3-A-14-4-(c)

3-A-14-4-(a)
3-A-14-4-(b)
3-E-6-6

3-E-6-6

3-E-6-2

3-A-14-5

3-E-6-1-(a)

3-E-6-1-(a)

3-E-6-2-(c)
3-E-6-7
3-E-6-3

3-E-6-4

UNITS-
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SECTION NUMBER AND SUBJECT-

6 SERVICE CREDIT

14

14

12

12

12
12
12

12

12

12

12

12

TENURE

MORE SPECIFIC-

DETERMINING RIF SERVICE CREDIT
DATE-TEMPORARY DISABILITY
RETIREMENT

RETENTION FACTOR
RETENTION STANDING

COMPETITIVE SERVICE TEMPORARY
POSITIONS

EXCEPTED SERVICE TEMPORARY
POSITIONS

GROUP I-COMPETITIVE SERVICE

page 44

MOST SPECIFIC-

CITE-

DUAL COMPENSATION ACT LIMITATIONS  3-E-6-5

DO NOT APPLY

BASED ON ONE OF FOUR FACTORS IN

1944 VETERANS' PREFERENCE ACT

NO AUTHORITY TO FREEZE SERVICE
RECORDS BEFORE RIF

NOT COVERED BY RIF REGULATIONS
UNLESS PROVISIONAL APPOINTMENT

NOT COVERED IF LESS THAN 1 YEAR
UNDER NTE 1 YEAR APPOINTMENT

ADMINISTRATIVE LAW JUDGE
CAREER EMPLOYEE

COMPETITIVE STATUS WHEN POSITION

IS BROUGHT INTO SERVICE

CORRECTION OF CERTAIN
ADMINISTRATIVE ERROR UNDER EO
10826

EMPLOYEE ACQUIRES STATUS UNDER 5

USC 3304 AFTER TRANSFER

EMPLOYEE APPOINTED UNDER 5 USC
3104

PENDING OPM RESOLUTION TO ACQUIRE

STATUS AND TENURE

SUPERVISOR SERVING PROBATION
UNDER 5 CFR 315-I

3-A-14-1

3-A-14-2-(a)

3-A-12-2-(d)

3-A-12-2-(c)-(3)

3-A-12-2-(a)-(2)-(iii)
3-A-12-2-(a)
3-A-12-2-(a)-(2)~(ii)

3-A-12-2-(a)-(2)-(i)

3-A-12-2-(a)-(2)-(v)

3-A-12-2-(a)-(2)-(iv)

3-A-12-2-(a)-(2)-(i)

3-A-12-2-(a)-(1)

UNITS-
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12

12
12

12

12
12

12
12

12
12
12
12
12
12

12

TENURE

MORE SPECIFIC-

GROUP I-EXCEPTED SERVICE

GROUP [I-COMPETITIVE SERVICE

GROUP [I-EXCEPTED SERVICE

GROUP IlI-COMPETITIVE SERVICE

GROUP III-EXCEPTED SERVICE

page 45

MOST SPECIFIC-

PERMANENT EMPLOYEE WITH NO TIME
OR TRIAL RESTRICTION
CAREER-CONDITIONAL EMPLOYEE

CORRECTION OF CERTAIN
ADMINISTRATIVE ERROR UNDER EO

10826

PROBATIONARY EMPLOYEE UNDER 5

CFR 315-H

SERVING TRIAL PERIOD
TENURE EQUIVALENT TO CAREER-

CONDITIONAL

INDEFINITE APPOINTMENT

OTHER COMPETITIVE SERVICE
NONSTATUS NONTEMPORARY

APPOINTMENT

PROVISIONAL APPOINTMENT
PROVISIONAL APPOINTMENT

STATUS QUO APPOINTMENT

TAPER APPOINTMENT

TERM APPOINTMENT
WELFARE-TO-WORK WORKER-TRAINEE

PROGRAM

APPOINTMENT MORE THAN 1 YEAR

CITE-

3-A-12-3-(a)

3-A-12-2-(b)-(1)
3-A-12-2-(b)-(3)

3-A-12-2-(b)-(2)

3-A-12-3-(b)-(1)
3-A-12-3-(b)-(2)

3-A-12-2-(c)(1)
3-A-12-2-(c)-(6)

3-A-12-2-(d)
3-A-12-2-(c)-(5)
3-A-12-2-(c)-(4)
3-A-12-2-(c)-(2)
3-A-12-2-(c)-(3)
3-A-12-2-(c)-(2)

3-A-12-2-(c)-(2)

UNITS-
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SECTION NUMBER AND SUBJECT-

12
12

12

TENURE

TERMINOLOGY-RIF

MORE SPECIFIC-

GROUP III-EXCEPTED SERVICE

RETENTION FACTOR

APPLICATION OF FOUR RETENTION
FACTORS

DEFINITION

page 46

MOST SPECIFIC- CITE-

INDEFINITE APPOINTMENT

MORE THAN 1 YEAR CONTINUOUS
UNDER SAME TEMPORARY APPOINTMENT

BASED ON ONE OF FOUR FACTORS IN
1944 VETERANS' PREFERENCE ACT

COMPETITIVE LEVEL BECOMES
RETENTION REGISTER

ASSIGNMENT RIGHT
BUMP

COMPETING EMPLOYEE
COMPETITIVE AREA
COMPETITIVE LEVEL
COMPETITIVE SERVICE
DISABLED VETERAN
FEDERAL EMPLOYEE
FURLOUGH

LOCAL COMMUTING AREA
RATING OF RECORD
REORGANIZATION
REPRESENTATIVE RATE

3-A-12-3-(c)-(1)
3-A-12-2-(c)-(3)

3-A-12-1

3-A-9-1

3-A-4-1-(a)
3-A-4-1-(b)
3-A-4-1-(c)
3-A-4-1-(d)
3-A-4-1-(e)
3-A-4-1-(f)
3-A-13-4
3-A-14-3-(a)
3-A-4-1-(i)
3-A-7-8-(a)
3-A-4-1-(l)
3-A-4-1-(m)
3-A-4-1-(n)

UNITS-
A
A
A B
A
A
A
A
A
A
A
A
A B
A
A B
A
A
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SECTION NUMBER AND SUBJECT-

4 TERMINOLOGY-RIF
4

~hr b~ b b»

=
[N N N N N N N N

N

MORE SPECIFIC-

DEFINITION

DEFINITION-SERVICE CREDIT

page 47

MOST SPECIFIC- CITE-

RETENTION REGISTER 3-A-4-1-(0)
RETENTION STANDING 3-A-4-1-(p)
RETREAT 3-A-4-1-(q)
RIF NOTICE 3-A-4-1-(k)

ROUND OF COMPETITION-FIRST ROUND  3-A-4-1-(r)

ROUND OF COMPETITION-SECOND ROUND
A

SEPARATE ADMINISTRATION 3-A-7-6-(a)
SUBGROUP STANDING 3-A-4-1-(s)
TENURE 3-A-4-1-(t)
TRANSFER OF FUNCTION 3-A-4-1-(u)
UNDUE INTERRUPTION 3-A-4-1-(v)
ACTIVE DUTY 3-E-2-1-(a)
ACTIVE SERVICE 3-E-2-1-(b)
AIR NATIONAL GUARD 3-E-2-1-(c)

AIR NATIONAL GUARD OF THE UNITED  3-E-2-1-(d)
STATES (ANGUS)

ARMED FORCES 3-E-2-1-(e)
ARMY NATIONAL GUARD 3-E-2-1-(f)

ARMY NATIONAL GUARD OF THE UNITED 3-E-2-1-(g)
STATES (ARNGUS)

UNITS-
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SECTION NUMBER AND SUBJECT- MORE SPECIFIC- MOST SPECIFIC- CITE-

2 TERMINOLOGY-RIF DEFINITION-SERVICE CREDIT CIVIL SERVICE 3-E-2-1-(h)

2 COVERNMENT CORPORATION 3-E-2-1-(m)

2 CREDITABLE SERVICE FOR RIF 3-E-2-1(i)

2 EMPLOYEE 3-E-2-1-(j)

2 EXECUTIVE AGENCY 3-E-2-1-(k)

2 EXECUTIVE DEPARTMENTS 3-E-2-1-(l)

2 INDEPENDENT ESTABLISHMENT 3-E-2-1-(n)

2 NONAPPROPRIATED FUND 3-E-2-1-(0)
INSTRUMENTALITIES (NAFI)

2 RESERVE COMPONENTS OF THE ARMED  3-E-2-1-(p)
FORCES

2 RETIRED MEMBER OF THE UNIFORMED  3-E-2-1-(s)
SERVICE

2 SERVICE COMPUTATION DATE (SCD) 3-E-2-1-(q)

2 SERVICE COMPUTATION DATE-RIF (SCD-  3-E-2-1-(r)
RIF)

2 UNIFORMED SERVICES 3-E-2-1(t)

9  TRAINEE AND DEVELOPMENTAL CHARACTERISTICS DESIGNATED AND ANNOUNCED AS 3-A-9-6-(e)-(2)

POSITIONS IN RIF TRAINEE PROGRAM

9 DEVELOPMENTAL BY DESIGN BEYOND  3-A-9-6-(e)-(3)
LADDER POSITIONS

9 IS FULLY IMPLEMENTED 3-A-9-6-(e)-(4)

page 48

UNITS-
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SECTION NUMBER AND SUBJECT- MORE SPECIFIC-
9 TRAINEE AND DEVELOPMENTAL CHARACTERISTICS
POSITIONS IN RIF

26 CHARACTERISTICS-TRAINEE AND
DEVELOPMENTAL POSITIONS

26

26

26

9 COMPETITIVE LEVEL

26 QUALIFICATIONS STANDARD FOR
ASSIGNMENT-ADDITIONAL
CONSIDERATIONS

26

26

26 QUALIFICATIONS STANDARD FOR
ASSIGNMENT-UNDUE INTERRUPTION

26

26

page 49

MOST SPECIFIC-

MEETS AGENCY'S NEEDS TO DEVELOP
SKILLED PERSONNEL

DESIGNED TO MEET AGENCY'S NEEDS
FOR SKILLED PERSONNEL

HAS BEEN FORMALLY DESIGNATED AND
ANNOUNCED TO EMPLOYEES

IS DEVELOPMENTAL BEYOND REGULAR
CAREER LADDER POSITIONS

IS FULLY EMPLOYEE WITH
PARTICIPANTS SELECTED THROUGH
COMPETITION

SEPARATE COMPETITIVE LEVELS
REQUIRED

CONSIDERATION OF UNDUE
INTERRUPTION STANDARD

WHETHER HIGHER-STANDING
EMPLOYEE MEETS TRAINEE ENTRY
CONDITIONS

WHETHER LOWER-STANDING
EMPLOYEE HOLDS TRAINEE POSITION

DISPLACEMENT ONLY IF QUALIFIED AND
IF NO UNDUE INTERRUPTION

POSSIBLE UNDUE INTERRUPTION IF
LESS THAN 90 DAYS AFTER START DATE

PROBABLE UNDUE INTERRUPTION IF
MORE THAN 90 DAYS AFTER START

CITE-

3-A-9-6-(e)-(1)

3-A-26-2-(a)

3-A-26-2-(b)

3-A-26-2-(c)

3-A-26-2-(d)

3-A-9-6-(e)

3-A-26-1-(c)

3-A-26-1-(b)

3-A-26-1-(a)

3-A-26-4-(a)

3-A-26-4-(c)

3-A-26-4-(b)

UNITS-
A

B
A B
A B
A B
A B
A B
A
A B
A
A
A



U.S. Office of Personnel Management-Division for Strategic Human Resources Policy
Restructuring Information Handbook Module 3
Reduction in Force
Unit G, Detailed Index to Module 3 (December 2002 version)

SECTION NUMBER AND SUBJECT-

26

26

9

TRAINEE AND DEVELOPMENTAL
POSITIONS IN RIF

UNDUE INTERRUPTION
USE OF RIF

MORE SPECIFIC-

MOST SPECIFIC-

RESTRICTIONS ON DISPLACEMENT DISPLACEMENT ONLY IF QUALIFIED AND

COMPETITIVE LEVEL

ACTIONS EXCLUDED FROM RIF

REGULATIONS

AGENCY OPTION

IF NO UNDUE INTERRUPTION

JOURNEYMAN IS NOT ASSIGNED INTO
TRAINEE POSITION

90 DAYS STANDARD
CHANGE FROM PART-TIME TO FULL-TIME

CONSTRUCTIVE DEMOTION

JOB EROSION NOT WITHIN 180 DAYS OF
RIF DATE

NONPAY NONDUTY STATUS AS
CONDITION OF EMPLOYMENT

RECLASSIFICATION DUE TO
CLASSIFICATION ERROR

RECLASSIFICATION DUE TO NEW
STANDARD

REDUCTION IN RANK

REDUCTION IN SCHEDULED PART-TIME
TOUR OF DUTY

TERMINATION OF TEMPORARY
PROMOTION

TERMINATION OF TERM PROMOTION

ASSIGNMENT OR REASSIGNMENT TO
VACANT POSITION

page 50

CITE-

3-A-26-3-(b)

3-A-26-3-(a)

3-A-9-5
3-A-5-5-(e)

3-A-5-5-(h)
3-A-5-5-(c)

3-A-5-5-(d)

3-A-5-5-(b)

3-A-5-5-(b)

3-A-5-5-(g)
3-A-5-5-(f)

3-A-5-5-(a)

3-A-5-5-(a)
3-A-5-3

UNITS-
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SECTION NUMBER AND SUBJECT-

5

USE OF RIF

EMPLOYEES COVERED BY MODIFIED

RIF REGULATIONS

MORE SPECIFIC-

EMPLOYEES COVERED BY RIF

REGULATIONS

EMPLOYEES EXCLUDED FROM RIF

REGULATIONS

page 51

MOST SPECIFIC-

ADMINISTRATIVE LAW JUDGES

INDIAN PREFERENCE

POSTAL SERVICE PREFERENCE
ELIGIBLES

VETERANS AFFAIRS HEATLH CARE
PROFESSIONALS

VETERANS AFFAIRS HYBRID HEALTH
CARE EMPLOYEES

COMPENSABLE INJURY

EXECUTIVE BRANCH

OTHER BRANCHES COVERED BY
COMPETITIVE REQUIREMENTS

SENIOR LEVEL POSITION

APPOINTMENT BASED ON ADVICE AND
CONSENT OF SENATE

FOREIGN NATIONAL EMPLOYEE UNDER

22 U.S.C. 3968
NATIONAL GUARD TECHNICIAN

OTHER BRANCHES NOT COVERED BY
COMPETITIVE REQUIREMENTS

REEMPLOYED ANNUITANT
SENIOR EXECUTIVE SERVICE

CITE-

3-A-5-7-(a)

3-A-5-7-(b)
3-A-5-7-(c)

3-A-5-7-(d)

3-A-5-7-(d)

3-A-5-6-(c)

3-A-5-6-(a)
3-A-5-6-(b)

3-A-5-8-(b)
3-A-5-8-(d)

3-A-5-8-(f)

3-A-5-8-(a)
3-A-5-8-(c)

3-A-5-8-(e)
3-A-5-8-(b)

UNITS-
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SECTION NUMBER AND SUBJECT-

3 USE OF RIF
3

D O O O O w N NN

MORE SPECIFIC-

MANAGEMENT RIGHTS

OPM REVIEW
REASSIGNMENT
REORGANIZATION

RIF ACTIONS

page 52

MOST SPECIFIC-

AGENCY RESPONSIBILITY

COMPLIANCE WITH BARGAINING
AGREEMENTS

OTHER PERSONNEL ACTIONS

RIF DECISIONS

RIGHT TO ORGANIZE WORKFORCE
OPM REVIEW OF AGENCY'S RIF PLANS
RIF NOT REQUIRED

CONTRACTING OUT

DEFINITION

DELAYED EFFECTIVE DATE

JOB EROSION WITHIN 180 DAYS FROM
RIF DATE

MANAGEMENT RIGHT TO ESTABLISH
EFFECTIVE DATE

REASSIGNMENT IN LIEU OF RIF

RIF BECAUSE OF INVOLUNTARY
DEMOTION

RIF BECAUSE OF INVOLUNTARY
SEPARATION

ASSIGNMENT REQUIRING DISPLACEMENT 3-A-5-4-(a)-(4)

CITE-

3-A-3-1
3-A-3-1

3-A-2-4
3-A-2-3
3-A-2-2
3-A-3-2
3-A-5-2
3-A-6-2
3-A-6-1
3-A-6-1
3-A-6-5

3-A-6-1

3-A-6-2
3-A-6-2

3-A-6-2

UNITS-
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A
A
A
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A
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5USE OF RIF
5
5

o o o o

MORE SPECIFIC-

RIF ACTIONS

RIF PROCEDURES NOT APPLICABLE

RIF REASONS

page 53

MOST SPECIFIC-

CITE-

CHANGE FROM FULL-TIME TO PART-TIME 3-A-5-5-(e)

DEMOTION

FURLOUGH FOR MORE THAN 23
DISCONTINUOUS DAYS

FURLOUGH FOR MORE THAN 30
CONSECUTIVE DAYS

NO BASIS FOR RETROACTIVE RIF

SEPARATION

ACCRETION OF DUITES

3-A-5-4-(a)-(3)
3-A-5-4-(a)-(2)

3-A-5-4-(a)-(2)

3-A-5-4-(c)
3-A-5-4-(a)-(1)
3-A-6-5

CORRECTION OF CLASSIFICATION ERROR 3-A-6-3

JOB EROSION MORE THAN 180 DAYS
FROM RIF DATE

NEW CLASSIFICATION STANDARDS
INSUFFICIENT PERSONNEL CEILING

JOB EROSION WITHIN 180 DAYS OF RIF
EFFECTIVE DATE

LACK OF WORK
REEMPLOYMENT OR RESTORATION

RIGHTS

REORGANIZATION
SHORTAGE OF FUNDS

3-A-6-4

3-A-6-3
3-A-5-4-(b)-(3)
3-A-5-4-(b)-(6)

3-A-5-4-(b)-(1)
3-A-5-4-(b)-(5)

3-A-5-4-(b)-(4)
3-A-5-4-(b)-(2)
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5USE OF RIF

5
5

20 USING BUMP AND RETREAT IN MEETING
ASSIGNMENT RIGHTS

20

20
20
20

20

20

20

20

20

20
20

MORE SPECIFIC-

RIF REQUIRED

AVAILABLE POSITION-BUMP RIGHT

AVAILABLE POSITION-RETREAT RIGHT

page 54

MOST SPECIFIC-

DOWNGRADING

RIF FURLOUGH

SEPARATION

BASED ON PERSONAL QUALIFICATIONS

CURRENT PERFORMANCE RATING OF
LEVEL 2 OR HIGHER

DIFFERENT COMPETITIVE LEVEL
LOWER TENURE GROUP

LOWER TENURE SUBGROUP IN SAME
TENURE GROUP

MAY OR MAY NOT HAVE PREVIOUSLY
HELD POSITION

NOT REQUIRED TO CONSIDER SERVICE
DATES

WITHIN THREE GRADES OR GRADE-
INTERVALS

CURRENT PERFORMANCE RATING OF
LEVEL 2 OR HIGHER-LIMITED RIGHT

CURRENT PERFORMANCE RATING OF
LEVEL 3 OR HIGHER-FULL RIGHT

DIFFERENT COMPETITIVE LEVEL

GRADE PROGRESSION ONLY OF
EMPLOYEE'S CURRENT POSITION

CITE-

3-A-5-1
3-A-5-1
3-A-5-1
3-A-20-1-(b)

3-A-19-3-(c)

3-A-20-1-(a)
3-A-20-1-(a)
3-A-20-1-(a)

3-A-20-1-(b)

3-A-20-1-(c)

3-A-20-1-(b)

3-A-20-2-(d)

3-A-20-2-(d)

3-A-20-2
3-A-20-2-(f)

UNITS-

> > > >
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20

20

20

20

20

20

20

20

20

20

20

20

21

USING BUMP AND RETREAT IN MEETING

ASSIGNMENT RIGHTS

USING VACANCIES AS NON-RIF
PLACEMENT OFFERS

MORE SPECIFIC-

AVAILABLE POSITION-RETREAT RIGHT

AVAILABLE POSITION-RETREAT RIGHT-
ESSENTIALLY IDENTICAL POSITION

AVAILABLE POSITION-RETREAT RIGHT-
SUBGROUP AD EMPLOYEE

AGENCY RIGHT TO FILL VACANT
POSITIONS DURING RIF

page 55

MOST SPECIFIC-

MORE CREDITABLE SERVICE

NO RETREAT RIGHT BASED ON
PERSONAL QUALIFICATIONS

PREVIOUSLY HELD SAME OR
ESSENTIALLY IDENTICAL POSITION

SAME TENURE SUBGROUP AND SAME
TENURE GROUP

WITHIN THREE GRADES OR GRADE-
INTERVALS

HELD POSITION AS COMPETING
EMPLOYEE IN ANY BRANCH

MAY USE DIFFERENT COMPETITIVE
LEVEL CRITERIA ON GRADE

MAY USE DIFFERENT COMPETITIVE
LEVEL CRITERIA ON SERIES

MAY USE DIFFERENT COMPETITIVE
LEVEL CRITERIA ON TYPE OF SERVICE

MAY USE DIFFERENT COMPETITIVE
LEVEL CRITERIA ON WORK SCHEDULE

USES COMPETITIVE LEVEL CRITERIA
ON DUTIES AND QUALIFICATIONS

WITHIN FIVE GRADES OR GRADE-
INTERVALS

AGENCY MAY FILL ALL, SOME, OR NO
VACANCIES

CITE-

3-A-20-2-(a)

3-A-20-2-(e)

3-A-20-2-(c)

3-A-20-2-(a)

3-A-20-2-(b)

3-A-20-3-(a)

3-A-20-3-(b)-(1)

3-A-20-3-(b)-(2)

3-A-20-3-(b)-(4)

3-A-20-3-(b)-(3)

3-A-20-3-(b)

3-A-20-4

3-A-21-6

UNITS-
A
A B
A
A
A
A B
A B
A B
A B
A B
A B
A
A B
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21

21

21

21

21

21
21
21

21

21

21

21

21

21

USING VACANCIES AS NON-RIF
PLACEMENT OFFERS

USING VACANCIES IN MEETING
ASSIGNMENT RIGHTS

MORE SPECIFIC-

MODIFYING QUALIFICATIONS

OFFER (NON-RIF)

OFFER (NON-RIF)-DIFFERENT LOCAL
COMMUTING OFFER

OFFER (NON-RIF)-SAME LOCAL
COMMUTING OFFER

AGENCY RIGHT TO FILL VACANT
POSITIONS DURING RIF

OFFER

page 56

MOST SPECIFIC-

REFERENCE TO 3-A-25-9

ALTERNATIVE OFFER IN LIEU OF RIF
OFFER OF ASSIGNMENT

ASSIGNMENT GRADE LIMITS DO NOT
APPLY

DOCUMENTATION AS VOLUNTARY NON-
RIF ACTION

MERIT COMPETITION FOR POSITION
WITH MORE PROMOTION POTENTIAL

OFFER IN LIEU OF RIF DOWNGRADING
OFFER IN LIEU OF RIF SEPARATION

POTENTIAL AVAILABLE POSITION FOR
ANOTHER EMPLOYEE

REEMPLOYMENT PRIORITY LIST DOES
NOT APPLY

REEMPLOYMENT PRIORITY LIST MAY
APPLY

AGENCY MAY FILL ALL, SOME, OR NO
VACANCIES

AVAILABLE POSITION IN CONTEXT OF
RIF DATE

BASED ON RELATIVE GROUP AND
SUBGROUP STANDING

GRADE AND GRADE-INTERVAL LIMITS
EQUAL TO BUMP OR RETREAT RIGHTS

CITE-

3-A-21-7

3-A-21-6-(b)-(3)

3-A-21-6-(c)

3-A-21-6-(e)

3-A-21-6-(d)

3-A-21-6-(b)-(2)
3-A-21-6-(b)-(1)
3-A-21-6-(a)

3-A-21-6-(g)

3-A-21-6-(f)

3-A-21-1

3-A-21-3-(a)

3-A-21-3(c)

3-A-21-2-(a)-(3)

UNITS-
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21

21

21

21
21

21

21

28

21

21

28

28

21

21

USING VACANCIES IN MEETING
ASSIGNMENT RIGHTS

MORE SPECIFIC-

OFFER

OFFER-REASON

OFFER-RESTRICTIONS

OPTION-OFFER OF FT VACANCY TO
LESS THAN FT EMPLOYEE

OPTION-OFFER OF LESS THAN FT
VACANCY TO FT EMPLOYEE

QUALIFICATIONS FOR ASSIGNMENT-
GENERAL PROVISION

page 57

MOST SPECIFIC-
GRADE AND GRADE-INTERVAL LIMITS
SAME AS BUMP OR RETREAT RIGHTS

MUST BE CONSISTENT WITH RIF
REGULATIONS

REPRESENTATIVE RATE EQUAL TO
BUMP OR RETREAT RIGHTS

SAME COMPETITIVE AREA

SATISFY BUMP OR RETREAT RIGHT OF
ASSIGNMENT

CITE-

3-A-21-2-(b)

3-A-21-3

3-A-21-2-(a)-(2)

3-A-21-2-(a)-(1)
3-A-21-2-(a)-(2)

ASSIGNMENT IN LIEU OF RIF SEPARATION 3-A-21-2

SATISFY BUMP OR RETREAT RIGHT OF
ASSIGNMENT

NO BASIS TO OFFER GROUP llI
EMPLOYEE ASSIGNMENT TO VACANCY

NO HIGHER-STANDING EMPLOYEE HAS

BUMP OR RETREAT RIGHT TO JOB

SERVICE DATE NOT USED UNLESS
RETREAT RIGHT TO VACANCY

OFFER ONLY IN LIEU OF RIF
SEPARATION

OFFER ONLY IN LIEU OF RIF
SEPARATION

EMPLOYEE MUST BE QUALIFIED

UNDUE INTERRUPTION STANDARD

3-A-21-2

3-A-28-4-(b)

3-A-21-3-(b)

3-A-21-3-(d)

3-A-28-6-(c)

3-A-28-6-(b)

3-A-21-4-(a)

3-A-21-4-(b)

UNITS-
A B
A B
A
A
A
A B
A B
A
A B
A B
A
A
A B
A
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21

21

22

22

22

22

22

22

22

22

22

22

22

USING VACANCIES IN MEETING
ASSIGNMENT RIGHTS

USING VACANT TEMPORARY POSITIONS
AS NON-RIF PLACEMENT OFFERS

USING VACANT TEMPORARY POSITIONS
AS RIF ASSIGNMENT

USING VACANT TEMPORARY POSITIONS
FOR CONVERSION IN LIEU OF RIF

USING VACANT TEMPORARY POSITIONS
FOR POST-RIF REEMPLOYMENT

MORE SPECIFIC-

QUALIFICATIONS FOR ASSIGNMENT-
SPECIAL PROVISION

OFFER (NON-RIF)

OFFER

OFFER OF CONVERSION-DIFFERENT
LOCAL COMMUTING OFFER

OFFER OF CONVERSION-SAME LOCAL
COMMUTING OFFER

AGENCY OPTION
DOCUMENTATION

OFFER OF REEMPLOYMENT-DIFFERENT
LOCAL COMMUTING OFFER

OFFER OF REEMPLOYMENT-SAME
LOCAL COMMUTING OFFER

PROCESSING APPOINTMENT

page 58

MOST SPECIFIC-

UNDUE INTERRUPTION STANDARD

WAIVER OF QUALIFICATIONS FOR
ASSIGNMENT

NOT AVAILABLE POSITION

EMPLOYEE RETAINS SAME STATUS
AND TENURE

GRADE AND GRADE-INTERVAL LIMITS
SAME AS BUMP OR RETREAT RIGHTS

OFFER OF ASSIGNMENT ONLY IF
EMPLOYEE HAS NO ASSIGNMENT RIGHT

REEMPLOYMENT PRIORITY LIST DOES
NOT APPLY

REEMPLOYMENT PRIORITY LIST APPLIES

OFFER OF REEMPLOYMENT IF
EMPLOYEE HAS NO ASSIGNMENT RIGHT

RIF SEPARATION FOLLOWED BY NEW
TEMPORARY APPOINTMENT

REEMPLOYMENT PRIORITY LIST DOES
NOT APPLY

REEMPLOYMENT PRIORITY LIST APPLIES

EMPLOYEE HAS NO STATUS AND
TENURE

CITE-

3-A-21-4-(c)

3-A-21-5

3-A-22-1-(a)

3-A-22-2-(b)

3-A-22-2-(a)

3-A-22-2

3-A-22-4

3-A-22-4

3-A-22-3

3-A-22-3-(b)

3-A-22-3-(a)

3-A-22-3-(a)

3-A-22-3-(d)



U.S. Office of Personnel Management-Division for Strategic Human Resources Policy

Restructuring Information Handbook Module 3
Reduction in Force

Unit G, Detailed Index to Module 3 (December 2002 version)

SECTION NUMBER AND SUBJECT-

22

13

13
13

13
13

13

13

13

13

13
13

13

13

USING VACANT TEMPORARY POSITIONS
FOR POST-RIF REEMPLOYMENT

VETERANS' PREFERENCE

MORE SPECIFIC-

PROCESSING APPOINTMENT

DETAILED INFORMATION

DISABLED VETERAN
DUAL COMPENSATION ACT OF 1964

ELIGIBILITY

GENERAL STATUTORY STANDARD
RETENTION FACTOR

RETENTION STANDING

page 59

MOST SPECIFIC-

NO BREAK IN SERVICE REQUIRED

CITE-

3-A-22-3-(c)

OPM INFORMATION FOUND IN VET GUIDE 3-A-13-3-(c)

DEFINITION IN 5 USC 2108(2)

LIMITS RETENTION PREFERENCE FOR
RETIRED ARMED FORCE MEMBERS

DERIVATIVE PREFERENCE

GULF WAR ERA FROM AUGUST 2, 1990
THROUGH JANUARY 2, 1992

INITIAL ENTRY INTO ARMED FORCES
AFTER OCTOBER 15, 1976

INITIAL ENTRY INTO ARMED FORCES
BEFORE OCTOBER 15, 1976

RETIRED MEMBER OF THE ARMED
FORCES BASED ON 20 YEARS SERVICE

RETIRED RESERVIST BEGINNING AT
AGE 60

REFERENCE 5 USC 2108

BASED ON ONE OF FOUR FACTORS IN
1944 VETERANS' PREFERENCE ACT

NO AUTHORITY TO FREEZE
PREFERENCE RECORDS BEFORE RIF

NO BASIS TO USE RECORDS NOT
AVAILABLE BEFORE RIF

3-A-13-4
3-A-13-3-(a)

3-A-13-7
3-A-13-6-(c)

3-A-13-6

3-A-13-5

3-A-13-8

3-A-13-9

3-A-13-3
3-A-13-1

3-A-13-1-(a)

3-A-13-1-(b)

UNITS-
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SECTION NUMBER AND SUBJECT- MORE SPECIFIC- MOST SPECIFIC- CITE- UNITS-
13  VETERANS' PREFERENCE TENURE SUBGROUP A 3-A-13-2-(b) A
13 SUBGROUP AD 3-A-13-2-(a) A
13 SUBGROUP B 3-A-13-2-(c) A

page 60



